CURRICULUM VITAE
MUKESH KUMAR PANDIT
Address:
Gautam Colony, Narela 
Delhi-110040 (To be shifted according to the preference of the company)
Cell No- 08651965055
E-mail-mpmukesh78@gmail.com
CAREER OBJECTIVE
· To take a challenging opportunity that offers the responsibility personal development and a vision to achieve and exceed.
· Intend to build a career with a leading company which will help me to explore myself fully and realize my potential.
ACADEMIC QUALIFICATIONS
	Degree
	Board/University
	Year of Passing
	Institute

	Graduation (B.Sc.)
	J P University
	2016
	Dr. P N Singh Degree College

	Intermediate (PCM)
	BSEB
	2012
	D C Inter College

	Matriculation
	BSEB
	2010
	N K High School



Skill Highlights

	· MS Office
	· Advance Excel
	· Google Sheets

	· Google Form
	· Looker Studio Dashboard
	· Inventory Management

	· E-commerce
· Operations Handling
	· MIS Report Generation
	· Order Management



[bookmark: _heading=h.gjdgxs]WORK EXPERIENCE
GLAZE TRADING INDIA PVT LTD
E-commerce (Galwaykart.com) & (Galway Shop)
   MIS Executive
Dec.2020 to till present
RESPONSIBILITES:

· Maintain MIS Report on Daily Basis.
· Create MIS Dashboard on Looker Studio.
· Track & Analyze Daily Sale Data.
· Analyze business information to identify process improvement for increasing business efficiency and effectiveness.
· Using automated tools to extract data from primary and secondary sources.
· Understand customer problems and provide appropriate technical solutions.
· Provide strong reporting and analytical information support to management.
· Generate and distribute management reports in accurate and timely.
· Participate in cross-functional meetings to resolve recurring customer issues.

Sakshem Exim Pvt. Ltd, Sonipat (Haryana) 
   Operation & MIS Executive
                      Sep.2017 to Nov.2020.
	RESPONSIBILITES:

· To Ensure all inventory related Process/SOP.
· Inventory related process with CRM software.
· Control & monitoring of inventories records level.
· Inventory update In/Out on daily basis.
· Arranging for unloading, staging inspecting to the inbound materials & arranging put away as per the location defined for various stocks.
· Monthly stocks take as per physical, stock register & system to find out the shortage.
· Accuracy maintained in inventory
· Worked on Google Sheets, Google Form and Looker Studio.
· Pull Out as per pick list pulls the stock from slotting area as per FIFO.
· Inventory audits
· Monthly Operational review presentation (PPT)
· Handling day to day operations (orders receive, process, picking, Qc, packing, dispatch, RTO…etc.)   customer issues and escalations
· RTO (Acceptance & re-dispatch process, claim request and dismantle)
· MIS (Order tracking, EOD report and Productivity report)
· Dispatch, Courier follows up as to ensure pickup.
· Order Process and Daily Tickets Closure with WMS/Magento software.
· Shipping label generate on Various Courier portal (Shipyaari, Ecom Express, Holisol, Dtdc, Delhivery, Pickrr)
· B2B shipping through Rivigo (Mahindra Logistics)
· Courier bills audit
· Interaction with other departments for availability of the materials / PO / Payment / Reconciliation
· Monitoring ensures for 100% dispatch with accuracy & good quality to customer.
· Fortnightly/Monthly Performance report.
· Able to work independently
· Co-ordinate with various concern departments to follow the streamline process.
· Maintaining weekly & monthly MIS for orders received, processed, pending & RTO.
· Data analysis and interpretation.
· Engage team continually to improve department efficiency.
· Review performance of each team member and warm up for smooth and better work.
· To train and motivate the team and implement any improvements necessary in the inbound process.
· Daily set goal and work it and work on new ideas
COMPUTER SKILLED
· Six-Month Computer Course in Basic, Advance & Internet from Sai Computer and Typing Centre, Narela, Delhi.

PERSONAL PROFILE
[bookmark: _GoBack]Father’s Name		:		Shri Shardanand Pandit
Mother’s Name		:		Kaushalya Devi
Date of Birth		:		10th October, 1995
Nationality		:		Indian
Marital Status		:		Single
Language Known	:		Hindi & English
Gender			:		Male
Hobbies		:		Track racing & Traveling
Strength		:		Be positive always, Self-Confidence, Sincerely, Strong & Smart 
				Work	
Date:	
Place:	Narela (Delhi)																			(mukesh kumar pandit)
