Resume

 Name:                      Rajiv Kapila
Father’s Name:                 Mr. Harish Kapila.
Sex:                                     Male.
Date of Birth:                    14th November, 1981.
Marital Status:                  Married.
Language Known:             English, Hindi.
Address:                             78, Janak Park, Hari Nagar, and New Delhi – 110064.          
Mobile:                               9953983166.
Email:                                  rajivkapila1981@gmail.com.
[bookmark: ✓_MS-_Office_✓_Internet_✓_Good_Communica]  Key skills:  MS- Office, Internet, Good Communication Skills, Busy Accounting Software, 	
   Hard work.

Employment History

Kochar Infotech limited
August - 2020 – Present – Gurgaon

Senior Customer support Executive:    Job Responsibilities:
· Taking care of the sales of Samsung products on official website.
· Assisting of customers who want to purchase the Samsung products.
· Solving the pre sales queries of customers on phone and on chat.

Niche Accessories & Labels LLP 
April-2019 to August - 2020       –    Delhi

Senior Executive:    Job Responsibilities:
· Receiving orders of Garment accessories from the customers on e-mail and phone.
· Making the pro-forma invoice and send to respective customers.
· 	Taking care of the dispatch of all the orders.
· Manage all the correspondence like dispatch details of the orders to the customers on daily basis.
· Attending the new enquiries from old and new customers.
· Maintaining the stock of all the garment accessories in excel and send to the customers on weekly basis.
· Follow ups the pending payments of the customers.

[bookmark: May-2014-_April-2019___Landmark_Enterpri]Landmark Enterprise
September-2011- March-2019	   – Delhi

Senior Executive:    Job Responsibilities:
· Receiving orders of Garment accessories from the customers on e-mail and phone.
· Making the pro-forma invoice and send to respective customers.
· 	Taking care of the dispatch of all the orders.
· Manage all the correspondence like dispatch details of the orders to the customers on daily basis.
· Attending the new enquiries from old and new customers.
· Maintaining the stock of all the garment accessories in excel and send to the customers on weekly basis.
· Follow ups the pending payments of the customers.

American Express India Private Limited
[bookmark: May-2007-Aug-2011__American_Express_Indi]May-2007 to August-2011         – Gurgaon

Senior Customer support Executive    Job Responsibilities:
· Responsible for collating and validating the input reports for performing the Reconciliation. 
· Perform Research and Analysis on the unmatched reconciling items to determine root cause and action plan required for clearance.
· Performing adhoc activities like manual matching, research and clearance (R&C) as per the market advice. 
· The supports of the Sub-Ledger accounts are received from the various markets review these supports and reconciled in the IRIS software.
· Generate the RSR (Reconciliation status report) and CSR (Checklist Status report) at the time of the Month End. Validate the report of all the accounts of my Team and send the status to the respective reconcilers.
· Ensuring smooth month close activity and Releasing Reconciliation Status Report (RSR) for various markets.

CSAV Group India Pvt. Ltd.
September - 2005 to May- 2007 - Gurgaon

Customer support executive                Job Responsibilities:

· Checking the invoices and Purchase orders.
· Making correction as per the documents.
· Working on ORACLE, BDS (Booking & Documenting system).
· Sending and receiving mails from overseas clients. 
· Preparing monthly report (Account Payable Batch report) from the Oracle. 


Education Qualification

July-2000 – April-2003	Degree of Bachelor in Commerce

South Campus, Delhi University

March-99 – April-2000	Senior School Certificate Examinations in Commerce.

Subjects – English, Economics, Accounts, Business Studies, Hindi


Professional Qualification

April-2003-May-2006	GNIIT in Computers - Delhi

Interests & hobbies

Internet Surfing, Listening to Music, Travelling.



[bookmark: -------------------------]-------------------------
      Signature
