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Assistant Manager - MIS, Advance Excel, VBA, Power BI, Google Sheet

Career Objective: -
To sustain myself in industry where I can get chance for my personal and professional growth by applying my logical and analytical skills.

Profile: -
I am driven in all my endeavors by a commitment to excellence. I have the attitude to learn and work in teams. Facing challenges and meeting deadlines are my strengths. Looking forward to work in creative, challenging and learning atmosphere, which provides ample opportunities for growth in the IT.

Area of Interest: - 
· Assistant Manager MIS
· Data Analyst
· Sr. MIS Executive

Academic Qualification: -
· B.Sc (IT) from S.M.U., Gangtok in 2011.
· 12th Pass from B.I.E.C., Patna in 2002.
· 10th Pass from B.S.E.B., Patna in 1999.

Computer Skills: -
· Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Outlook Express, G-Suit, Google Sheet, Google Form
· Graphics Tools: Adobe Photoshop, Adobe PageMaker, Adobe Corel draw
· Accounts Tools: Tally 6.3
· Language: C, Foxpro, VB, Java 
· Operating Systems: Windows 2010, Windows ME, Windows XP, Windows 2007, MS DOS
· Hardware Tools: Software Installation, Operating System Installation
· Internet : Well knowledge of Internet, web browser, searching
· E-commerce Website: Magento, Yahoo Store, Cyber Strong, Ebay
· Typing Speed: 40 words/minute, Accuracy 100%

Work Experience: -
· Working as Asst. Manager MIS, E-pack Durable Ltd, Greater Noida from 02-04-2018 to Till Date

Role and Responsibilities
· Extract Data from Oracle, Data Analysis, Interactive Data Visualization, Report Generation
· Work in Different module like Sale, Purchase, Inventory
· Problem Solving, Time Management and Analytical Skills
· Able to Prioritize and execute tasks in a high-pressure, team-oriented, collaborative environment
· Self-motivated and directed, with keen attention to details
· Create Google Forms, importrange, query, Conditional Formatting, Data Validations, Data Manage in Google Sheet, Data control in google response sheet, Google Script
· Sharing google sheet (Edit mode, view mode, comment mode), sheet protect, range protect
· Create FMS, Check Sheet, Dashboard Creation
· Automation of Production Planning and Control System.
· Automation of all type of MIS and Report to MD.
· Ensure deliverables (Daily, Weekly & Monthly MIS) are prepared to satisfy the project requirements cost and schedule.
· Excellent in MS Excel and Google Sheet (H-lookup, V-lookup, lookup, Index, Match, Pivot Table & PivotTable Chart, Slicer, Timeline, Macro, Forms, data validation)
· Bidding of transport, MIS Report of transport.

· Worked as MIS Executive, Servotech Power System Pvt. Ltd., Rithala, New Delhi from 27-01-2015 to 24-03-2018.

Role and Responsibilities
· Export the data from CRM Website, Tedawop.com (Tamil Nadu Energy Development Agency) and create report in MS-Excel.
· Upload data on Tedawop.com.
· Sending MIS Reports to Our HODs Like (Finance Department, Service Department, Sales Department and Operation Department etc.)
· E-mailing Reconciled decision making MIS Reports to higher staff of company with data visualization details using charts like Bar Chart & Pie Charts.
· Downloading Merchant Data from Our system Database & Ensuring timely delivery and accuracy of all reports.
· Ensure deliverables (Daily, Weekly & Monthly MIS) are prepared to satisfy the project requirements cost and schedule.
· Keep the Operation & Finance manager informed of task accomplishment, issues and status.
· Excellent in MS Access, MS Excel (Vlookup, Hlookup, lookup, Pivot Table & Pivot Chart, Macro, Forms, data validation & Scenarios, Dashboard, Conditional Formatting, Sorting Advance Filter)
· Making Advanced presentation in Ms PowerPoint to present MIS & other related important reports
· Handling multiple reports, working with formulae, pivot tables & pivot charts, and various other excel sheet components for accurate data.
· Preparing and analyze reports & other statements with a view to apprise management of process operations and assist in critical decision-making process by using MS-Excel.

· Worked as a MIS Executive, Suntec Web Services Pvt. Ltd., New Delhi from 1-04-2010 to 24-01-2015.

Role and Responsibilities
· Reconciliations Merchant File for Finance, Sales
· Sending MIS Reports to Our HODs Like (Finance Department, Sales Department and Operation Department etc.)
· E-mailing Reconciled decision making MIS Reports to higher staff of company with data visualization details using charts like Bar Chart & Pie Charts.
· Downloading Merchant Data from Our system Database & Ensuring timely delivery and accuracy of all reports.
· Ensure deliverables (Daily, Weekly & Monthly MIS) are prepared to satisfy the project requirements cost and schedule.
· Keep the Operation & Finance manager informed of task accomplishment, issues and status.
· Excellent in MS Excel (Hlookup, Vlookup, lookup, Pivot Table & PivotTable Chart, Charts, Macro, Forms, data validation & Scenarios)
· Making Advanced presentation in Ms PowerPoint to present MIS & other related important reports
· Handling multiple reports, working with formulae, pivot tables & pivot charts, and various other excel sheet components for accurate data.
· Interacting with Support functions for smooth function of process & reporting etc.

· Worked as a MIS Executive, R. K. International, Rajendra Place, New Delhi from June 2007 to March 2010

Role and Responsibilities
· Ensure deliverables (Daily, Weekly & Monthly MIS Reports & Dashboard) are prepared to satisfy the project requirements cost and schedule.
· Keep the Operation & Finance manager informed of task accomplishment, issues and status.
· Prepared Proactive checklist for database & important work to avoid future downtime.
· MS Excel (V-lookup, H-lookup, lookup, Pivot Table & PivotTable Chart, Charts, Macro, Forms, data validation & Scenarios)

Personal Details: -

Father’s Name	: -Shri Ram Bachan Singh
Date of Birth	: -16-02-1984
Marital Status	: -Married
Nationality	: -Indian
Language Known	: -English, Hindi
Personality	: -Co-Operative, Persistent and a good planner with an ability to explore.
Hobbies	: -Listening News, Web Searching 

I hereby declare that all the above-furnished information is correct to the best of my knowledge.

Place: -
Date: -			(Signature)
