CURRICULUM VITAE
DEVENDRA SINGH
Vill. Jamrar,Chhitar,

Tech. Chaukhautia, Dist Almora (Uttrakhand.)  

Mob. No. +917011973736
                                         Email- sdevendra775@gmail.com
Carrier Objective:    
Seeking a challenging position in corporate industry where my skills and knowledge can be best utilized in successful completion of the company assignments and to be responsible to provide the team technical leadership, creativity, and technical judgment.
Present Employer - Eon Electric Ltd. Noida                            
Designation: MIS Executive
Duration: - July 2017 to Till Date.
Job Profile:  
· Making the invoices supply, transportation & Installation in the ERP Software & update dashboards on monthly, weekly & Daily basis.

· Following the Vendors and Clients for related to invoices, bills and operate internal and external Department.

· Coordination with warehouse, transporters, contactors for loading, unloading, pickup, dispatches and stock transfer through calls and mails.

· Complete end to end control on dispatches of refurbished stocks and returns of defectives stocks both physically and NAV.

· Handling transport & Freight for both domestic ckecking the bill at primary level & Generation of waybill, Service invoice, Sales Invoice for daily basis.

· Making all kind of billing invoices on daily basis in Tender Department as per LOA.
· Dispatching of goods for maintenance purpose and end to end tracking from delivery status on the challan copy.

· Following to site engneers on daily basis for Installations,maintenance and stocks trasfer and update the MIS report for ongoing project Himachal, Jodhpur, Ajmer, Jaipur Street light, Ajay Solar Project, Solar CSR project under the Energy Efficiency Services. 
· Management the documents Constituency Wise and verified the all documents for client like MLA List Daily Handing over sheet and completion Letter.
· Coordinate with freight vendors, checking of bills and ensuring bills are paid on time as per credit priod and coordinate the finance department for vendors bill processes.

· Generating account related reports from the system like Stock report, Ledger of ASC/Technicians, Old Invoices report.

· Resolving commercial issues in our Billing system with IT for generating Invoices,Maintain proper reports of all Invoices / Delivery challans issue.

· Previous Organization:  M3M INDIA PVT LTD.
Designation: Database Management System Executive
Duration: - August 2015 to July 2017
Job Profile:   

· Have worked with  Newgen Technology software of (DMS) Omni scan & Omni Docs.

· Documents Indexing and Uploading on the Software and check the Quality Control.
· Aknowlagement the documents files wise Barcode and working scan barcoding.

· Knowledge of HR, Accounts, Taxation, Sales, Real Estate Documents Sale Deed, Collaboration Agreements, Lease Agreement, Bank Guarantee, and Development Right Agreement & SPA, NOC, Application Form, Customer Agreement, Addendum, Allotment Letter, Remainders, Pre cancellation, TPA and Transfer Set etc.

· Develop and carry out an efficient documentation and filing system, create and maintain comprehensive project documentation

· Produce reports, presentations and briefs as and when required, report and escalate to management as needed.

· assisting in the preparation of documentation based on templates or previous deal documents, reviewing, collating and indexing documents for relevance and/or privilege;

· Maintain internal database files and develop reports to help decision making with respect to policies and processes.

· Highlight complex areas of concern to seniors & scanning teams, Provide inputs for action planning and take corrective.

· Prepare final analysis results or output files in visual dashboards based and Creating MIS & Reports on Daily Basis
Previous Employer - Next Gen Paper Solutions Pvt Ltd. (Kleeto)                            
Designation: Operation Executive
Duration: - May 2014 To July 2015.

Job Profile:   

· Co-ordinate activities to ensure seamless operations.

· Improves the productivity of employees of the organization.

· To develop database for client manual considering all the technical parameters

· Client documents review and creating appropriate test lines.

· Competent in handling technical queries internally & resolving the same

· Establish and maintain relationships with third parties/vendors, Coordinate internal resources and third parties/vendors for the flawless execution of projects

· Collate results from different practice areas and offices of our client, and creating reports that summaries the results of large-scale document reviews in a consistent format

· Collate data and perform the analysis on various parameters specified and provide the information as required.

· Create service levels reports for the assigned area (Recruitment, Compensation & Benefits, Training & Development, Data Management or Relocation)

· Analyze the same on an on- going basis for issues related to quality and/ or timelines; Take corrective measures to resolve issues


· Perform data profiling and data analysis and be able to assist in understanding the data. 

· Prepare working papers documenting steps performed as part of data collection and profiling.

· Customize simple to complex queries as per audit team requirement.
Achievement:
100% in timely achievement of job responsibilities.
Key Skills:-   

· Vlookup, Hlookup, Pivot Table, Index, Text to Columns, Match, If, Sumif, sumifs,Countif, Countifs Micro, mail marge etc.
· Prepare Invoice on Tally and ERP software

· Purchases, Cash & Bank and Journal Voucher Entry in Tally and ERP          Software

· Responsible for completing ledger including Account Receivables and Accounts Payable.

· Ensuring proper books of accounts vise, journal, ledger, cash book etc.
ACADEMIC

· Certified Business Accountant Diploma on one year From NITS IT College Neemrana. (Rajasthan)

·    B.A. Passed from Kumaun University Nainital Uttrakhand.

·    10+2 Passed from Uttrakhand Board.   

·    High School (10th) from. Uttranchal Board.
 COMPUTER PROFICIENCY


· Operating good knowledge of   MS Office (Word, Excel, Outlook and Power Point, Internet).

· Worked on Financial Accounting software Tally 9,  and ERP Software
PERSONAL DETAILS
Date of Birth 


        : 
  
19/07/1989

Marital Status

             :
     Unmarried.

Father’s Name

             :

Sh.Kundan Singh

Languages known

        :

English, Hindi

Hobbies 


                  :

Reading Newspaper, watching comedy

                                                                  Movies Playing Cricket etc.

DATE: -                                                                                            (DEVENDRA SINGH)

Place: - Delhi
