sCURRICULUM VITAE
 RAJESH.C.L.
Ph: Mobile: 9844218001
E-mail:rajeshchandra1380@gmail.coms

OBJECTIVE:

     Quest to work in a real professional atmosphere that enables me to cope with the emerging as well as latest technology and scope widening the spectrum of my knowledge.

EDUCATIONAL QUALIFICATION:

Bachelor of Degree in Art’s, Vivekananda College in Rajajinagar.

COMPUTER KNOWLEDGE

· Familiar with MS Office.

· Working in Sap.
· E.R.P. Package.

WORKING EXPERIENCE:

1)  Amarnath Reddy and Co. (Charted A/C) as an office assistant.

RESPONSIBILITIES INCLUDE:

· Sales and Purchasing & Entering- tally.

· Preparing of monthly report of party wise.

WORKING EXPERIENCE:

2) Assistant in M/S ABB Ltd. Peenya Indl.Area, Bangalore. Warehouse and Import and export at logistics Dept. Since 2002-2005
RESPONSIBILITIES INCLUDE:

· Perform accurate and Daily verification of sales, Invoice prepared for dispatch through cross checking the customer order Indent.

· Handle stores ledger.

· Handle bin card register/stores record.

· Processing and passing the purchase order along with their document/Invoice bill.

· Follow up Import material.

· Preparing HSS document and maintenance of records.

· Co-Ordinate clearing agent and customs.

· Landed material given customs duty and release the material form customs.

· Co-Ordinate with auditor(Internal and statutory for clarification & finalization)

Work Experience:

2) Parekh Distributors (C & F for Navneet Publication 2005-2006
    India Ltd) in Logistics Department.
Responsibilities Includes:
· Preparing Invoice as per customer order through SAP

· Dispatching of material according to Invoice.

· Preparing monthly dispatch report.

· Preparing monthly stock report.

4)    M/s Kurlon Limited a August 2007-2011
        As on stores in charge& dispatching supervisor

Responsibilities Includes:
· Preparing Invoice as per customer order through SAP

· Dispatching of material according to Invoice.

· Preparing stock reports,

· Preparing monthly stock report

· Processing and passing the purchase order along with their document/Invoice bill.

· Perform accurate and Daily verification of sales, Invoice prepared for dispatch through cross checking the customer order Indent 
· As per requirement  give a purchase order 

· Fallow up the raw materials as per requirement

· Maintain inward and outward  materials

     5.  Acharya Institute of Technology since 2011 to2017 Date as in

      Administration Executive (Stores &Purchase Department) 
     Roles and Responsibilities
· Taking the quotation from Vendor for purchase the new assets

· Comparison from 3 vendor quotation finalizing the Vendor

· Negotiation price from final vendor to purchase the assets

· Timely making the payment before the due date of Vendor Bills

· Maintaining the housekeeping Labour& Materials

· Monthly once purchasing the office & warehouse stationary through online & local vendor

· Arranging the rooms & facility for Guest & Head office people

· Weakly once visiting the branches

· Repair & Maintaining the Assets of the organization

· Purchasing the material within the target date

· Finding & Preparing the checklist of new warehouse for new activity
· Arranging the transport &accommodation to visitors

6.  Xcell logistics India Ltd .C/O Philips lighting India ltd As wear house Floor In charge Since 2017 To 2019  (Invoice, Stock  Report  MIS Report)
7. Working in Tholasi Prints India Ltd As on Stores in charge And Purchase and Administration (HR and House Keeping and Maitainace) since 2019 to 2020
8. Working experience presidency Group of institution as a store in charge and purchase 

     Executive in NandiniLayout 
· Maintain stock levels And parts within budget 

· Managing budget (yearly monthly budget &Utility budget 

· Helping with office Related work 

· Dealing with Emergency as they arise 

· Store Maintain Stock level as per requirement 

· Preparing the Stocks Report Monthly and yearly
· as per faculties requirement purchase of stationary Monthly

9. Presently working in Emerald international school as a admin and Store in charge 
· Maintain the stores as stock Level 
· Maintain inward and outward  materials

· Preparing stock reports,

· STS working Student portal

· Stock purchase of monthly And weekly as  per the requirement 

· Maintain inward and outward  materials
· Arrange of event programme of  school 

· Students study and benofide certificate preparation 

· Purchase order preparation of stationery and housekeeping  purchase 

· Cab booking for Airport drop and pick up for school students and Guest 
· Online updated for students portal Name and correction ant descriptions 

· Weekly purchase of students snakes (Tucks)

· Attendance updated in employee ESSL software programme

· Attendance forwarded to HR Departments monthly salary process 
· Uniform issued to students for academic 

· Price negotiable for uniform vendor
 Personal Details:

Name



: Rajesh C.L.

Date of Birth


: 16-10-1980
Father’s name
           : Chandrashekar Murthy

Sex



: Male

Marital status

: Married

Nationality


: Indian

Languages known

: Kannada, English, Hindi, Tamil &Telugu

Hobbies


: Playing cricket, watching movies and





                       Reading books.

DECLARATION:

I solemnly declare that the above details furnished by me are true to the best of my knowledge.

Date:

Place: Nelamangala                                                                   (RAJESH.C.L)         
