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To work in a dynamic and challenging environment that utilizes my knowledge and education contributing to the overall growth and profitability of the company.
Profile Snapshot-
· A competent professional with 9 years of experience in Back office Executive.
· Received appreciation from the management for handling multiple roles efficiently like marketing, management of contracts.
· A go getter with an excellent ability to work under pressure and under strict deadlines.
Work Experience
     VEER DEEPIKA MILK PVT.LTD. – NEW DELHI                                                 MAR’2016 - TILL NOW
     ADMIN CUM BACK OFFICE EXECUTIVE 
       Key Responsibilities
· Responsible for maintaining the records of office inventory.

· Distributing the stationary as per requirement and keeping the record.

· Checking the availability of stationary and other required things and ordering for them.

· Coordinating with the dealers and vendors.

· Maintaining the documents records.

· Assisting the admin manager in planning and executing the events and other activities in organization.

· Managing the house keeping and sales staffs’ data and duties.

· Responsible for checking the cleanliness of office.

· Responsible for checking the office’s assets are in good condition.

· Responding the mails.
· Responsible for handling the petty cash and keeping the record of expenses.

aBROAD eDUCation Consultants – NEW DELHI
            AUG’2013 – NOV’2015
Executive assistant cum Associate coridnator

      Key Responsibilities:

· Provided assistance to the sub agents.
· Handling sub agent’s queries and documentation related to admission procedure.

· Guidance for related procedures for all University Applications in online portal - Sales Force.

· Validating and organizing the documentation of the student- Filling up forms & handling queries of student.

· Dealing with UK University, Australian University, and New Zeeland University regarding the Student admission procedure. 

· Serving as single point of contact for all sub agents to resolve any issue or to inquire anything pertaining to admissions.  

· Verification and online filling of student and university admission forms and completing online formalities.

· Guiding  and providing consultation to students regarding the visa application 

· Mapping the IELTS Score vs University selection matrix to help student in selecting the appropriate university. 

       S. G. GROUP OF COMPANIES – NEW DELHI                                             
  Aug’2010- MAY 2013
       ADMIN CUM ASSISTANT MERCHANDISER (BACK OFFICE EXECUTIVE)
Key Responsibilities

· Generation of Leads
· Sending price and quotes to domestic as well as International Buyers.
· Follow up of the orders with vendors and buyers.
· Maintaining strong relationship with Vendors for Procurement and Supply of goods.
· Handling admin and walk-ins.
· Manage the courier dispatches, receipts and coordinate and other correspondences.
     NATH BROTHERS – NEW DELHI

May 2008 – July 2010
     DATA ENTRY OPERATOR CUM FRONT DESK EXECUTIVE  

     Key Responsibilities:

· Bill entry.
· Maintaining strong relationship with Vendors for Procurement and Supply of goods
· Handling Admin.
· Handling day to day coordination between Distributors.
·  Keeping and maintaining daily records.
Scholastics
· BA (Specialisation in N.H.E) from Delhi University, New Delhi, 2009 Batch. 

· Class 12th from CBSE, New Delhi., 2004 Batch 

· Class 10th from CBSE, New Delhi., 2002 Batch

Computer Skills
· One Year Diploma in M.S Office & DTP From F-Tec Computers, Shahdara, Delhi.
· Microsoft Office tools like Access, Excel, Outlook, PowerPoint and Word.

Personal Details

Father:


Sh. Bijender Kumar
Date of Birth:

21-08-1986
Interests: 

Traveling, Driving, Music.

Languages Known:
Hindi and English 
Place: Delhi
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