CURRICULAM – VITAE

Vikas Kumar

425/9, Laxmi Vihar, Near Laxmi Balaji Mandir, Burari, Delhi- 110084

Email: vikas_021@yahoo.co.in
Mobile: 9810031795
Objective 


Intend to build a career and progress with a professional organization that is dedicated to its cause and provides me a supportive learning environment to diversify my skills and keep adding values to my organization and myself with hard work and sincerity.
Academic Qualification


2007 B.A. (Pass), University of Delhi.
2003
XII (C.B.S.E.), New Delhi.
2001
X (C.B.S.E.), New Delhi.
Computer Skills


· Web Designing (From the Oxford Software Institute, New Delhi).
· Well versed with MS-Office 2007 (From Ramakrishna Mission Institute,

New Delhi).
Work Experience


Name of Company:
Anika Global Trading Pvt. Ltd.
Designation:

Asst. Manager (Sales & Operations)
Duration:

January 2023 to till date

Job Profile:

· Regularly attending sales meetings and training sessions with Sr. General Manager & Director.
· Track long term sales data & identifying opportunities and strategies to increase sales.
· Building and maintaining good working relationships with the clients.
· Ensuring that the Godown is adequately stocked with company products & well-maintained at all times.
· Implementing and manage CRM tools to maximize opportunities and customer relationships.

· Work hand-in-hand with top management staff concerning work/operational issues and other activities.
· Developing and implementing sales processes for sales teams and other representatives.
· Assist with the Accounts management & maintain company's facilities.
· Educate operations team on company policies and excellent service standards.
· Provide support to the Operations Manager in the day to day running of the sales team.
· Supervising and monitoring the performance of the sales team as well as providing incentives to motivate staff to achieve sales targets.
Name of Company:
Tuli & Co.
Designation:

Legal Billing Assistant
Duration:

March 2022 to December 2022

Job Profile:

· Issue the monthly invoices to MD, Senior Partners & attorneys for initial review on a monthly basis with Credit Controller.
· Generating time sheet entries on pre-bills and requesting revisions of insufficient entries.
· Generating WIP reports & tracking status of E-billed invoices.
· Processing edits of senior partner's time sheet entries & assisting in preparing pre-bills.
· Gathering and organizing supporting documentation for expense charges & revising the rejected invoices.
· Amend invoices with guidance from billing attorneys and finalize for distribution.

· Work with the client’s accounting department to resolve any billing inquiries.

· Review and verify accuracy of billing and supporting documentation as required.
· Understand all client guidelines, internal protocols, and the firm’s guidelines for e-billing matters.

· Maintain client agreements and special arrangements in the billing system and in our clients’ external e-billing vendor site.
· Specifically monitor timekeeper rates between systems over time for necessary approval of non-published rates internally and externally.

Name of Company:
Unicare Emergency Equipment Pvt. Ltd.
Designation:

Sr. Sales Coordinator

Duration:

April 2019 to February 2022
Job Profile:

· Prepare the Tenders & Quotations for the respected customers of All India.

· Attends Tender opening meetings in the absence of concerned authority.
· Deal directly with customers either by Telephone or email, electronically.
· Respond promptly to customer enquiries and resolve complaints of customer.
· Process orders, C-forms, applications and requests.
· Forward direct requests and unresolved issues to the designated resource.
· Keep records of customer’s enquiries, interactions and transactions.
· Manage administration & purchase office supplies.
· Communicate and coordinate with internal departments.
· Follow up on customer interactions.
· Implement and monitor support services, including procurement of supplies.
Name of Company:
Hind High Vacuum Company Pvt. Ltd.
Designation:

Sr. Executive (Sales & Logistics)
Duration:

February 2012 to April 2019
Job Profile:

· Prepare the Tenders & Quotations for the respected customers of North India.

· Attends Tender opening meetings in the absence of concerned authority.
· Deal directly with customers either by Telephone, electronically or face to face.
· Respond promptly to customer enquiries and resolve complaints of customer.
· Process orders, C-forms, applications and requests.
· Forward direct requests and unresolved issues to the designated resource.
· Keep records of customer’s enquiries, interactions and transactions.
· Manage administration & purchase office supplies.
· Communicate and coordinate with internal departments.
· Implement and monitor Logistic services, including procurement of supplies.
· Arrange Travel, manage expenses and train other support staff.
Name of Company:
FITLine Wellness Services Pvt. Ltd.
Designation:

Sales & Operations
Duration:

January 2011 to February 2012
Job Profile:

· Build positive relationships with the members, their guests and potential members to ensure customer satisfaction. Understanding the member's wants and needs; and provides the services, special events and facilities to accommodate those wishes.
· Developing the club's long-range and annual business plans in accordance with the wants and needs of the Board of Directors and the membership. Conducting market research, financial analysis and setting best strategies to target high market seasons.
· Establish budgets, control costs and find ways to increase Club profits. Have a strong understanding of cash flow and am proactive in maintaining or exceeding financial goals.
· Supervising the activities of accountants, suppliers and other staff in the club to facilitate smooth running of the club.
· Establishing procedures and practices that facilitate an ample business environment
· Creating computerized database of Sales.
· Organizing Staff Meetings & Events & handling Petty Cash.
Name of Company:
Netsoft Consulting Services Pvt. Ltd.
Designation:

Helpdesk Executive (IT)

Duration:

August 2006 to January 2011
Job Profile:

· Respond to requests for technical assistance in person, via phone, electronically relating to desktop, laptop, printer, scanner, UPS & server.
· Diagnose and resolve technical hardware and software issues.
· Research questions using available information resources.
· Advise user on appropriate action.
· Follow standard help desk procedures.
· Log all help desk interactions.
· Redirect problems to appropriate resource.
· Identify and escalate situations requiring urgent attention.
· Track and route problems and requests and document resolutions.
· Prepare daily activity reports.
· Stay current with system information, changes and updates.
Personal Attributes


· Hardworking, Ambitious & Honest.

· Excellent verbal, written communication & interpersonal skills.

· Positive and winning attitude.

· Quick learner, receptive & punctual.
· Ability to work well independently and as member of a team.

· Ability to help customers in a professional and concerned manner.
· Ability to travel to meeting with the clients & attend conferences.

Hobbies


· Reading about the health, beauty, wellness & business.
· Traveling places of natural beauty.
· Workout in the Gym.
Personal Details

Father’s Name:

Late Sh. Bhagwan Singh
DOB:    


13th October 1985

Gender:  


Male

Marital Status:  

Married
Languages Known:  

English & Hindi

Nationality: 


Indian
(This information’s are correct to the best of my knowledge)

Date:
Place:
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