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Professional Summary
Detail-oriented and analytical MIS & Operations Executive with over 10 years of experience supporting business operations through data-driven decision-making and efficient backend processes. Proven expertise in leveraging advanced Excel functions, ERP systems, and automation tools to generate reports, streamline operations, and support strategic goals. Adept at managing large datasets, ensuring data integrity, and delivering actionable insights. Passionate about applying AI and digital tools to enhance reporting and operational efficiency.

Professional Experience
Inside Sales Executive
Topline Industries Pvt. Ltd. — May 2023 – Present
· Designed and maintained automated MIS reports using advanced Excel and AI-based tools.
· Delivered accurate sales and performance data to support business decisions.
· Streamlined backend operations with intelligent tracking systems and dashboards.
· Developed weekly, monthly, and quarterly achievement reports.
MIS Executive
Touchstone Private Limited, Patna — Dec 2015 – Jan 2023
· Created structured Excel reports to enhance operational efficiency.
· Supported backend operations across Bihar & Jharkhand, ensuring data accuracy.
· Trained team members on MIS tools and best practices.
· Reduced manual reporting by introducing semi-automated workflows.
· Delivered monthly KPIs to senior management.
ERP cum MIS Executive
Techno Culture Building Centre Pvt. Ltd. (Vastu Vihar) — Sep 2012 – Aug 2015
· Managed backend ERP operations and ensured real-time transaction tracking.
· Maintained CRM and ensured client KYC data integrity.
· Collaborated with DBAs for system improvements.
· Supported accurate report extraction and delivery from internal systems.

Key Skills
· Advanced Excel (VLOOKUP, HLOOKUP, Pivot Tables, COUNTIF, Google Sheets)
· ERP & CRM Systems
· MIS & Dashboard Reporting
· Backend Operations & Data Management
· Team Collaboration & Communication
· Data Analysis & AI-enabled Reporting Tools
· Tech-Savvy & Quick Learner

Education
B.A. (Arts) – Patna University (2012 – 2015) – 54%
HSC (12th) – BIEC Board (2005) – 54%
SSC (10th) – BSEB Board (2002) – 61%

Certifications
· Diploma in Computer Applications –
· CCE (Courses on Computer Concept) – NIELIT
· Advanced Excel – Proficient in formulas, functions, and data handling

Personal Details
· Father’s Name: Prem Ram
· Date of Birth: 01-Feb-1988
· Marital Status: Married
· Languages Known: English & Hindi
· Address: D/O Prem Ram, Dr. Narayan Prasad Lane, Nanmuhian, Patna – 800006

