 

KULDEEP MISHRA

B-337 Mayur Vihar
Phase – 3 New Delhi			                            
Mobile:  7060629738 
E-Mail:km6800414@gmail.com
 
Carrier Objective:- 
Seeking a responsible career opportunity to fully utilize my training and skills, while making a significant contribution to the success of the company


Current Organization

Dilbird Real home India Pvt. Ltd. (Unit of Wave Infratech Pvt. Ltd.) from 27 September 2021 to till Present  

Designation- Operation Executive (Customer Relation Executive)

Roles & Responsibilities 
· Customer Complaints management as per complaint matrix.
· Recharging Customers Electricity, water, cam and gas meters.
· Handover of New units to customers and registration process.
· Documentation for Hand over.
· Vendor Management.
· ERP handling.
· Assist Customer in signing of Maintenance and services agreement.
· Send information to projects team to complete any pending task in the units to be handed over in coordination with MEP team.
· Invoice distribution of Electricity, water, CAM and Gas bills and their collection.
· Communication within the management and Residents.
· Issuance of notices as and when required.
· Meeting preparation and general secretarial tasks.
· Updating Customer data/details on regular basis.
· As Operation Executive organizes, controls and coordinates the strategic and operational management of Wave Smart City and facilities in order to ensure the proper and efficient operation of all physical aspects, creating and sustaining safe and productive environments for occupant.
· Coordinate with HR department regarding leaves, salary preparation, exit formalities etc.


Extramarks Education India Pvt. Ltd.  From 11 November 2019 to 20 September 2021

Designation- Operation Executive 

Roles & Responsibilities:-

· Preparing SD Cards, Pen Drive for different classes like CBSE Board, ICSE Board, Karnataka Board.
· Installing the Extramarks app in the tablet including classes of different boards.
· Generating customer invoices from OMS Portal.
· Preparing activation key and license ID for particular content.
· Dealing with courier partners like Blue Dart, DTDC, for receiving and dispatches of circulars.
· Mapping of employees PAN Indian level.
· Resolving of ticket issues.




K D Medical College Hospital & Research Centre from 26 February 2016 to 9 November 2019

Designation- Senior Office Executive 

Roles & Responsibilities: -

· Prepare and edit confidential correspondence, communications, presentation and other document related to Head of Department Office. 
· Responsible for filling and retrieving documents and reference material as when key decision making is required.
· Responsible for making various reports conducting research and collection data for management.
·  Arrange and coordinate meetings and events & booking of tickets.
· Monitor, screen respond, and to distribute incoming communications.
· Responsible to supervise lower level staff for maintain office decorum 
· Having all the records of all instruments in the department both on hard & soft form.
· To coordinate with other department for smooth flow organization.
· Vendor Management
· Administrative work
· Dealing with student section.


Puri Consultants & Associates from 13 November 2013 to 20 February 2016

Designation- Executive HR 	

 Roles & Responsibilities: -

· Handle end to end recruitment for PAN India level.
· Searching candidates from job portals like Naukri.com, Monster.com, and Timesjobs.com & Shine.com.
· Recruitment for Senior & Middle level profiles.
· Preparation of MIS Reports.
· Maintain files and Database. (Part of office and Administration work)
· Client Interaction
· Conducting initial round of interview over phone.
· Searching the candidates according to client’s requirement by understanding the Job Description given by Client.
· Clients- like FMCG Manufacturing, Healthcare, Research companies &Infrastructure division.
· Induction and orientation of new employees.
· Attendance of employees.
· Exit Formalities.
· Joining formalities.

Academic Qualification: -	
· Post-Graduation in MBA (Marketing & HR) with 7.56 CGPA from Galgotias University Gr. Noida in 2013.
· Graduation in BBA with 63% from GLA Group of Professional Studies Mathura in 2011.
· Completed senior secondary with 64% from C.B.S.E board in 2008.
· Completed secondary with 50% from C.B.S.E board in 2006.
Technical Qualification
· Well Versed with MS Office 2010 & Internet Applications, MS Outlook Excel like V look up , H-Look up, Sum if, Count if.
· Knowledge of Google spread sheet 
· Diploma in computer application in 2013.
 Project Details –
· Comparative Study Hero Moto Cops v/s Bajaj.
· Seminar on Topic of “Challenge beyond the Boundaries”.
· Participated at Functions at School and College level.
Personal Information
 Father’s Name                   -	 Shri Ramakant Mishra
 Marital Status                     -	 Married 
 Date of Birth                       -	 23-July-1989
 Permanent Address           -	 House No. 23 Vishwa Laxmi Nagar Mathura UP
 Languages Known              -	 English and Hindi
 Hobbies                            -	 Interact with people and Travelling.

DECLARATION:
I hereby declare that the above information is true to the best of my knowledge and accept that in the event of any of the above facts being found to be otherwise, my application shall be considered null and void.

Date:
                                                                                                                                 (KULDEEP MISHRA)

		                                              				        Notice Period – 1 Month 
