
                 PRIKSHIT KOUNDAL
Mobile: 07814755459.   
Email: prikshit_koundal@rediffmail.com 
Address: #1339-B-1-Ward No.4,Near Sadhna Nursing Home,Pinjore.Distt.Panchkula(Haryana)
JOB OBJECTIVE
To work at an intensive yet co-operative environment where I can develop and improve my skills.I am looking for the creative position    that will change ability and strengthen my skills.
CAREER HIGHLIGHTS
Currently working with BrijLaxmi Paper Products Pvt. Ltd. one of the leading manufacturer of Paper Products such as Note Books, Files & Folders (Stationery Items) as a Depot Incharge in Zirakpur (Punjab)
JOB PROFILE
· Invoicing on Tally  ERP 9.
· Looking after Daily Depot Operations .
· Inventory Management. Settlement of RDS Claims.
·      All types of General Administration like Office documentation, Maintaining of Office records.
· Correspondence with H.O. and other parties.
· Logistic Management & handling Data Base.
·    Office Staff & Sales Force Co-ordination.
Since Nov’08 to Jan’2014 worked with Hindustan Pencils Pvt. Ltd as an Office Admin. Asst. in Zirakpur (Punjab).
· Invoicing on ERP SD Module & SAP R/3 .
· Supervision of Packing & Despatch of Goods.    
·   Inventory Management. Settlement of RDS Claims and Goods return,Stock & Payment  Related Issues.   
· Correspondence with H.O. and other parties.
·  All types of General Administration like Office documentation, Filing , Maintaining of Office records.
· Sales Force Co-ordination.
October'07 to October'08 worked  as an Operations Executive in EXPRESSIT LOGISTICS WORLDWIDE Ltd., Chandigarh. 
· Fully responsible for administrating the day-to-day documentations
· Handling a team of 25 Delivery Service Associates, Reporting to Area Manager & H.O.
· Logistic Management / Handling Data Base
· All types of Office documentation ,Filing ,Maintaining of office records
· Handling  Administration activities like Recruitment, Training, Appraisal.
· Set up of operation network, co-ordination with customers.
· Monitoring of local deliveries & resolve customer complaints.
· System installation & maintenance.
April'06 to Sep'07 worked as a Store Supervisor & Data Entry Operator in ORBIT INTERNATIONAL (P) Ltd., PARWANOO, H.P. 
· All types of Office documentation, Filing, Maintaining of office records. 
· Handling Administration activities. 
· Monitoring Incoming Material & Despatch Management
· Handle Part of HR..
· System installation & maintenance.
ACADEMIC CREDENTIAL
· Bachelor of Science (Comp. Science). from Kurukshetra University Kurukshetra with 60% in 2005. 
· 10+2 (Non-Medical) from Haryana State Board of School Education Bhiwani with 58% in 2002. 
· Matriculation from Himachal State Board of School Education Dharamshala with 64% in 2000.
TECHNICAL CREDENTIALS
Diploma in Enterprise Networking from Centre for Advance Development of Advance Computing (C-DAC) Mohali, Punjab.
IT CREDENTIALS
WIN XP,WIN NT,WIN-2000 Advance Server professional,WIN 2003 SERVER, Microsoft Office ( Ms Word, Ms Excel,Ms Powerpoint etc.).
STRENGTHS:
Progressive positive attitude, Punctuality, Sincerity, and commitment towards hard work.
INTERESTS AND HOBBIES
Listen to music, Traveling, Playing cricket, chatting and making new friends.
 
PERSONAL Information   :
Father's name        :    Sh. Kanwal Kishore Koundal
D.O.B.                      :    29/11/83
 Languages                  :     English, Hindi, Punjabi.
 
Expected Salary       :    Negotiable
Date : 31-05-2015                                                                             PRIKSHIT KOUNDAL

