PARVEEN KUMAR
H.NO. CS - 91/626
MOHALLA CHOUDHARWARA
VILL. & PO. BADLI DELHI –42
PH. NO. -  8287521233
 
E-Mail   :  yadav_p1976@yahoo.co.in
 
CAREER OBJECTIVE
To be a part of an organization where there is an opportunity of enhance my skills further that will provide me opportunities for being a consistent performer
 

WORK EXPERIENCE
 
       Presently working as an. Jr. Executive Purchase since May 2005 with M/s PACL  LTD. a multi diversified company located at Connaught Place , New Delhi, having interest in Real State, Spices, Constructions and other financial activities.
 
JOB RESPONSIBILITES
 
During my tenure of 10 years in this field, I have been involved into the following tasks : 
 

ADMIN DEPARTMENT
 
        Repair & Maintenance of Fixed Assets & Vehicles. 

         Insurance of Vehicles. 

        AMC/TG contract of capital goods i.e. AC’s, Photocopier Machine, Genset, Fax       Machine, Computers, Printers etc. 

        Laisioning with Government & Non Government bodies like BSES, MTNL, Transport, 

      MCD & Jal Board 

        Handling House Keeping & contact Labor.
PURCHASE DEPARTMENT 
 
       Day to Day Purchase of service related items with a proper procedure of Rate            Comparison Chart and taking sanction from competent Authority.
      Having track of proper & on time delivery from our approved vendors of various       items. 
 
      Two year Experience in Helios Group Of Co. from 1-04-96 To 30-5-98 As  Admin  Assistant.
 
JOB PROFILE :
 
                                 Repair & Maintenance of Fixed Assets. 

                                 Handling House Keeping & Pantry Items. 

                                 Insurance of Vehicles.
 
       Two year Experience in Delux Gasket Industries from 1-5-2000 To 31-3-2002 As an Assistant.  
 
JOB PROFILE :
 
                                 Controlling Banking Operations. 

                                 Handling Sales Accounting & Day to Day Accounting. 

                                 Regular communication with Customers. 

                                 Reconciliation of Debtor & Creditor A/C.
 
 
EDUCATIONAL QUALIFICATION  
 
                                 B.Com (Pass) From Delhi University in 1996.
 
TECHNICAL QUALIFICATION 
 
                                 One year Computer Diploma from IICE, New Delhi . 

                                 PACKAGE KNOWN 
                                 MS WORLD 

                                 MS EXCEL 

                                 INTERNET
 
PROSONAL ATTRUBUTES
 
Give preference to Moral values, Honest Devotion and Professional pride. Like to put personal pride in work.
 
PERSONAL INFORMATION
 
	DATE OF BIRTH
	:
	22-07-1976

	FATHER’S NAME
	:
	Late Sh. Bhim Singh Yadav

	MARITAL STATUS
	:
	Married

	HOBBIES
	:
	Playing Cricket, Reading Newspaper

	LANGUAGES
	:
	Hindi & English

	SALARY EXPECTED
	:
	Negotiable


 
I, hereby conclude that all the above mentioned information is true to the best of my knowledge and belief.
 
 Date  :
 Place  :  New Delhi                                                                                                                                                    








    (PARVEEN KUMAR) 
 
