
CURRICULUM VITA

ARVINDAHIRWAR
NewTahsilColony
PrathvipurTikamgarhMP

ContactNo.9730412636/8779552728 Email:-
arvindverma1986@rediffmail.com

CARRIEROBJECTIVE:-
IshalloffermybestforachievementandbrightfutureofanOrganizationwhich
givesmeanopportunitytousemyskillforitssuccesswithregularmotivationtodo
workmorefreelyandtoenhancemycarriergrowth.

PROFESSIONALEXPERIENCE:-
TotalExperience10Years.

 PresentlyworkingwithM/sEasternRefractoriesLimited(In
TechnicalBusinessAssociationwithM/sTRLKrosaki
RefractoriesLimited) .Village:HarshMauNearRailwayStationNiwari
TikamgarhM.P.-472442asan“Purchase&StoreOfficer”Aug.2017ToTill
Now.

Purchasemanagement

 Settinguptheweekly,monthly,quarterlyprocurementplan.

 Procurementofrawmaterialfrom national.

 Developmentofalternativelocalsourcesforimportedrawmaterials

whichhelpsincostsaving.

 Purchasingmachineswithimprovedtechnologytoincrease

production.

 Planningandbudgetingofpurchasefunctions,involvingcost

estimation,contractnegotiations.

 Invitingandallottingtenders.

 Liaisonwiththeproductiondepartmenttomaintainoptimum

inventory.

 Implementingsystemstoavoidsituationslikeover-stockingorout-

of-stockwhichcauseproductionandfinanciallosses.

 Liaisonwithfinancedepartmentfortimelypaymentofbills.

 Developingreportsonprocurementandusageofmaterialfortop

management.
VendorDevelopment



 Effectivemanagementofvendordatabase.

 ABC classificationofvendorsonthebasisofcriterialikecost,

quality,timelydeliveryetc.

 Developmentofnewvendors.

 Conductingtrainingsforvendorstoeducatethem aboutcompany’s

requirementsandhelpthem inimprovingtheirperformance.

 Evaluatingvendors&negotiatingtheprice,deliveryscheduleand

termsandconditionswiththem.

 Timelyclearanceofpayments&handlingvendorinquiries.

 Runningprogrammestoevaluatevendorsbasedonthefeedback

from

internalstakeholders.

 Developing reports on various programmes run for vendor

developmentfortopmanagement.

StoresManagement

 Maintainingthestockofmaterialwithoutanyvarianceby

conductingstockverificationanddocumentation.

 ImplementingStandardOperatingProcedureswithinthewarehouse.

 Regularizingmaterialreceiptsandensuringthefluidityofstocks

from warehousetostores.

 WorkedinM/sVHM IndustriesLtd.106,IndianCorporation,Dapode
Road,MankoliNaka,Nasik-ThaneHighway,Thane-421302asan“Account
Executive”April.2010ToJuly2017

JOBPROFILE:-

 LookaftertheCashBook,PurchaseRegister,SalesRegister&preparingall
typesJournalVoucheretc.

 HandlingCash(ASACASHIER)
 PreparingofSaleTaxReturnHalfYearly with‘C’Form Application
 ReconciliationofBankStatementwithoura/cofBooks
 MaintainingMISReportmonthlyandreportingtoVice-President
 FinalCheckingofallTypesDispatchDocuments.
 PassingofBill(Input)andforwardtoPaymentProcess
 PaymentFollow-upwithSundryCreditors.
 FinalCheckingofSalarySheet.
 SubmittingofESICChallan&PFChallanmonthly.

 WorkedinM/sRelianceRetailPvt.Ltd.onthepayrollofM/s
K.D.LogisticsVill:-95,IndianCorporationDapodeRoad,MankoliNaka,
Nasik-ThaneHighway,Thane-421302Ason“Inbound”Incharge,from July



2008toMarch.2010.

JOBPROFILE:-

 PhysicallyVerifyingthematerialasperthePO(PurchaseOrder).
 AlsoMartianDailyReportsofGRN(GoodsReceiptNote).
 WehaveProductslikeGarments,GiftItems,Houseware&Furniture.
 ResponsibleforWarehousingActivities(Dispatch,Receipts).
 HandlingonExperienceofWorkingonSAP.(MaketheAPN,GRN,TO

Creation&Conformation,WarehouseMaintenance,STN etc.)

ACADEMICQUALIFICATION:-

 HighSchoolFrom BhopalBoardMP.with43%
 Intermediatefrom BhopalBoardMP.with68.%
 B.Com.from Dr.HariSinghGaurUniversity.Sagar(MP)with53.50%

OTHER QUALIFICATION:-

 BIT(BasicInformationTechnology)from TARAHATCOMPUTEREDUCATION.
(DoingsixmonthfulltimeComputerDiploma)

 ADCA(AdvanceDiplomainComputerApplication)from SOFTECH
COMPUTEREDUCATION,NIWARI(M.P.)
(DoingOneYearfulltimeComputerDiploma)

 TALLY7.2from SOFTECHCOMPUTEREDUCATION,NIWARI(M.P.)
(Doing6thMonthfulltimeComputerDiploma)

COMPUTERKNOWLEDGE:-

OperatingSystem :-Win98Win2008&WinXP
KnownFin.A/cSoftware :-Tally7.2,ERP9,SAP,FOXPROandSAFE
Software
Others :-MSOffice,Word,Excel,PowerPoint&InternetConcept.

AREASOFINTEREST:-

 WritingDiary
 ListeningMusic

STRENGTH:-

 HardWorking
 PositiveAttitude

PERSONALDETAILS:-
Father’sName :-Sh.Sukhnandan
DateofBirth :-06.07.1986
Sex :-Male
MaritalStatus :-Married
LanguageKnown :-Hindi,English&Marathi
PermanentAddress:-Vill-JeoraMoura

PO-JoeraMoura
Tah.-Prathvipure



Dist-Tikamgarh(M.P.)
Pin-472336

Date:-
Place:-Jhansi

(ARVINDAHIRWAR)


