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Objective

Toprovidemeaningfulsolutiontotheorganizationinachievementoftheirgoalsandobjectives,
whichofferachallengingworkenvironmentwithlotsofappealingclientcontactsthatoffer
prospectsforlong-term developmentandthecareergrowth.

Experience:

Fresher.

MajorAssignments:

A)M &E(Monitoring&Evaluation)–MonitordailyactivitiesandimproveandmaintainPDCA.
B)OrderProcessing–Clearingallhurdlesandcompletingthesalesordersanddispatchthe

outboundmaterial.
C)SOP(StandardOperatingProcedure)–UpdatedSOP recordstogetactualfiguresforMIS

report
D)InventoryControlSystem –Responsibletocontrolthevariations&errorsintheinventory.

Projects&Trainings

Organization :LajExportsLtd.
Products :GarmentExporter
Designation :Trainee
Duration :June2018toAugust2018

Organization:

JOBPROFILE

● Responsibleforhandlingthecustomerdaytodayqueriesandcomplaints.

● Handlingthecasesofshort/wrongsupplyandtrytoreducesuchcases.

● Handlingclosingreports(WIPReport,Inventory&MISReport)andsubmitstoreporting
manager.

● Responsibleforpackagingsectionandmanagethedispatchprocessing.

● Dailycommunication&interfacewithProduction,&DispatchTeams.



Qualifications:

● PursuingB.Voc(TextileDesigning&Printing)from DayalbaghEducationalInstitute.

● Diploma(TextileDesigning&Printing)from DayalbaghEducationalInstitutein2018with
87.40%.

● SeniorSecondaryEducationfrom CBSEBoardin2016with69.0%.

● HigherSecondaryEducationfrom CBSEBoardin2014with74.10%.

SKILLSUMMARY:

OperatingSystem: Windows2008,2007.
Strength SurfaceTechniqueHandEmbroidery(Alltype

stitches).
SurfaceDesignTechnique(Texturecreation).
Dyeing&Printing(Block,Screen,Batik,TieDye,
ETC.)

Tools: MSOffice,AdobePhotoshop,CorelDraw.

PERSONALRECORD

Father’sName - Sh.RakeshSinghTomar
Mother’sName - Smt.MamtaSingh
DateofBirth - 18thDecember1999
MaritalStatus - Unmarried
Hobby: - Readingbooks,Listeningmusic,Painting&Sketches.
PresentAddress - Faridabad(Haryana).

DECLARATION

IherebydeclareallinformationistrueandIwillberesponsibleifIwerefoundfalseatanytimein
mywholeprofessionalcareer.

Place……………………

Date…………………….

ManuSingh


