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Career Objective

I am seeking a challenging position with an organization that offers good advancement potential, where I can contribute my skills for its success & synchronize with new technology professional growth while being resourceful, innovative and flexible.     
Work –Experience
· Currently working with Spectraa Care Pvt Ltd (A Unit of Vanesa Cosmetics)(Cosmetics,Deo,Shoap,Face Wash, Shampoo & Perfume) from Jan 2023 in Sales Department as a MIS Sales Coordinator in Pulbangash Delhi
· One Year Experience with Rakesh Masala Pvt Ltd(FMCG) in Sales Department as a MIS Sales Coordinator in Noida UP
· One Year Experience with Anmol Industries Ltd(FMCG) in Sales Department as a MIS Sales Coordinator in Noida UP
· Five year experience as a Audit Executive in Pro-team Solutions Pvt.Ltd, Noida UP
· [bookmark: _GoBack]One year experience as Production Executive in Mitsubishi Electric Automotive Pvt Ltd in Production Department (Autopart Manufaturing ) Gurugram
JOB PROFILE
· MIS REPORTING & COORDINATION
· My work are Prepare Report & PPT related to Sale team, Products, Zone, State & Keep record information in Excel sheet And Software (Just Like ERP,DMS,CRM,SFA)
· Preparing Daily,Weekly,Monthly,Quarterly,Yearly,Comulative & Many Types MIS reports as per Management Requirement
· Preparing Presentation, Graphs And Analytical Reports
· Dashboard Creation & Automate Reports
· Maintain Attendance of sales Team 
· Expense Check & Prepare Report
· Tracking Login & Logout time
· Leave Report
· Checked Expenses of sales 
· Beat, Outlet,Distributor & SS Updation in Field Assists (SFA Software)
· Circulate The Scheme on Product in Field Assist (SFA Software)
· Creating a New Product & Update Weight,MRP,PTR in Field Assist (SFA Software)
· ID creation in field assists of new Joiner
· ID creation of new Distributor and SS in DMS and Field Assist (SFA Software)
Educational Qualification
	                    Board  /  University
	Year Of Passing
	Qualification

	Delhi University 
	       2015
	B.A

	NCVT
	       2012
	ITI 

	CBSE
	       2010
	Intermediate

	CBSE
	       2008
	High School


Advance Excel
· Lookup: Index, Match, Offset, Indirect, Vlookup, Xlookup,Hlookup, Address, Choose
· Date & Time: Datedif, Network Days(.Intl), Workday(.Intl), Weeknum, Weekday, Eomonth
· Arithmetical: Round(Up/Down), Sumif(S)
· Text: Text, Value, Char, Code, Substitute, Replace, Find, Left, Right, Mid, Exact
· Information: Iserr, Iserror, Isological, Isodd, Iseven, Sheet(S), Type
· Logical: If, And, Or, Xnor, Not, True, False, Iferror, Ifna
· Statistical: Min, Max, Small, Large, Count(A) Countif(S), Average(A), Averageif(S) Etc
· Pivot Table
· Dashboard
· Slicer
· Concatenate
· Freezing Concept
· Conditional Formating
· Data Validation
· Subtotal, Aggregate
· Sumproduct
· Data Sorting
· Custom Formatings- Text, Font, Date, Time, Currency, Number
· Text to Column
· Indirect Function
· Uper,Lower,Proper
· Sheet Protection, Formula Hide without Sheet Protect, Sheet Hide with VBA

VBA Excel And Macros
· Basic Knowlede
Power BI
· Basic Knowlede



Technical Skills

· Advance Excel
· Power Point
· Field Assist
· MASSIST CRM
· Oracle ERP
· Eazy ERP DMS
· MS Word
· Google Sheet
· VBA Excel
· Power BI
 


KeySkills&Talents

· Creative and receptive attitude towards new concept.
· Ability to lead the team.
· Hard worker and positive attitude.
· Confident, Optimistic, Interpersonal skills.
· Adaptable, Fast learner.
· Can yield results both working individually & in-group.

Hobbies                     
· Reading Environmental Journals/ Articles.
· Surfing Net. Gardening,.

Personal Details
	
	Name
	Pankaj Kumar

	Father’s Name
	Mr. Uttam Prasad

	Date of Birth 
	23/02/1991

	Sex
	Male

	Religion
	Hindu

	Nationality
	Indian

	Married Status
	Married

	Permanent Addresss
	Vill-Bahera,Post-Anukapa, Aurangabad, Bihar



Declaration
I hereby declare that the information mentioned above is true to the best of my knowledge.

Place: Delhi
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