Curriculum Vitae

MADAN CHAWLA
E-mail:  madan.chawla080@gmail.com
Contact No.  +91-9873914182
+91-9968387860

Career Objective 

Want to make the finest use of my skills and capabilities towards the organization’s objective with sheer determination and dedicated hard work, and also to obtain experience of working in a proper working environment in order to avail an opportunity for self development and advancement in my career.
 Academic Qualification 

· Passed Xth with CBSE Board 

· Passed XIIth with CBSE Board 
· B.Com from Delhi University


· Two year experience in MTNL distributor as Customer Service Executive.

· One year experience RDS Management Services Pvt Ltd as Customer Service Executive (DST of Standard Chartered).

· 9 month experience BUZZ Work Services Pvt Ltd as Customer Service Executive (DST of Standard Chartered).
Current Working: Working in AMC Cookware India Private Limited (MNC).

Designation: As Admin Executive.( Customer Service) It is a cookware manufacturer company of Germany. They produce various types cookware made of surgical steel.
   Job Responsibilities

· Feeding of Vouchers – Journal, Purchase, Sale, Payment & other.

· Checking of bills & making of expense verification vouchers.

· Making of cheques & doing all entries related to cheques.

· Controlling of stock inventories.

· Handling all Debtors Accounts.
· Handling Client & Customer related issues.
· Collection of overdue & stock.

 Computer Proficiency:
· Worked on Operating system: Windows XP/ Vista.

· Well versed with MS Office tools, mainly consisting of MS Word, Excel, and PowerPoint.
· Well proficient with Internet.


  Interest and Hobbies

Hobbies: Listening music, reading books/magazines and dancing.

Strengths
· Hard Working
· Ambitious

· Can handle pressures

· Good Inter personal Communication skills 

· A quick starter and a quick learner with good understanding
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