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Patna-800026

SPECIALIZATION: - HR, MARKETING
Objective:
Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the Organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization.
Expertise Summary

· To be an asset to the organization I serve.
· A quick learner with ‘Can do’ attitude

Key Skills and Management:

Professional management skills

-
Meeting objectives

-
Identifying problems

-
Promoting solutions

-
Managing change

-
Motivating and developing staff

1 Well-developed and effective communication skills.

2 Thrive in deadline-driven Environments.

3 Excellent Team-Building Skills.
Professional Qualification

· PGDM from Asia-Pacific Inst. Of Management, [New Delhi] specialization in Marketing & hr.

      [62 %, passed in March 2008]

Soft Skills                   


Proficient with the techniques related to Management Information Systems. 


Superior organizational skills that help manage multiple tasks at one time.

Ability to adapt to changes and update systems knowledge and techniques as needed.
Work Experience   :- Currently I m working for ECO CEMENTS LTD. As a  HR Executive & MIS.
· Leave & Attendance Management of All Employees.
· Preparation of Client updates and MIS as and when required.
· Scrutinize credentials and certificates of successful candidates and all are run through a system reference checks, Prepare and issue Letter of Intent, salary break-up sheet & Assist in Bank Account opening & various statuary forms.
· Verification of Employees (which involves police verification), Opening of Bank Accounts & New 
Employee Induction.
· Involved in entire recruitment cycle specifically involving sourcing, identifying, interviewing,
· Monitored all Leave of Absences and ensured effective communication between employee and their department

 
Previous work Experience:-
                                           I have done 4years worked for Gulf Oil Corporation Ltd. (Hinduja Group) as a MIS In charge &also worked for HR.  

Work Profile  


Creating and maintaining reports in Excel & MS SQL Server that allows the company to get information on daily production activities.

Preparation of monthly Performance Status Reports to Senior Management.

Collate Analyze and Present company performance details quarterly and half yearly.

Provide information to management and meet weekly to ensure consistency in data and information across the company.

Generate, maintain, analyze & present daily/ weekly/ monthly, Production activity reports.

Creating Store & MIS/ Dashboard report and presenting it to the concern Department.

Make company performance reports and analyzing them from company prospect.

Design reporting formats to provide accurate information in a clear and concise manner.

Produce and support existing reports and processes.

Review history of current reporting used analyze for time utilization, consistency and accuracy.

Monitor implementation of MIS processes and evaluate their effectiveness.

Data collection, analysis and reporting as required. (I. e. Data/ Field Formatting, Data Storage, and report Generation.)

Maintain all details of service agreements with clients.

Measure and develop service level targets against Best in class benchmarks.

Preparing Workflow MIS reports and forecasting workforce availability based on data collected and trend analysis.

Undertake Trend Analysis of Data and Automation of reports.

Day-to-Day Analysis of MIS Reports.

Mapping of Data to provide trend analysis and make notes regarding consistency in performance and information collected.

Solve the requirement of Management related to organizational information for critical decision making.

Personalize new MIS requirements from Operations perspective and as required for accurate business information.

Participated in weekly status and monthly review meeting.
Previous work Experience
                                        I have done one year worked for India Infoline as a Relationship manager. (In Delhi)

Work profile


Target to customer for open a D.Mat account.


On line Trading.


Give the solution to customer for their investment.   

                                          I have done Six month worked for Triveni Chemical as an export                         executive. (In Gujrat)

Work profile


According to inquiry make a quotation Through SAP.

Handling the customer’s querry regarding the export.

Send a COA and Specification according to their inquiry.

Dispatch to material for their port.

Found the product category (HAZ/NON HAZ/ UN NO.)

Found the information of product they are exportable or not.

Take rate from CSK, shipping charge or airport charge for export.

Before dispatch of material, Send the sample for testing.
Summer Training Attended 

Organization: Share khan ltd.
Position: Management Trainee

      Tenure: April 2007 – June 2007

Reporting to: Vice President OPERATIONS

Project Title:

                                         Project on "comparative analysis between share khan and other brokerage firm".  

Winter project title

                                         Project on "A comprehensive marketing analysis of life insurance products in India at SBI life insurance".       

General Education

1 Graduation (Bsc.),Bihar (65%) 

2 Intermediate (science) B.I.E.C PATNA Bihar (63%)

3 Matriculation B.S.E.B Bihar    (67%)
Computer Proficiency

1 MS Office – Word, Excel, Power Point, Internet, Networking & E-mail operations.

Achievements

1 Participated in conducting all major events at AIM including National Conference for Information & Technology.

Personal Vitae 

Date of Birth

:
26th january1980
Sex 


: 
Male

Nationality

:
Indian

Marital Status

:
married
Language known
:
English, Hindi, 

Hobbies

:
Listening Music, Interacting with people & Surfing the Internet.
Date 
:29/06/16










Place
: Patna




   

       Raghav Kumar Singh

