CURRICULUM VITAE
SANTOSH KUMAR

Contact No.:- 99055-33605 

E-Mail: 4u.santosh.k@gmail.com
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Application for the post: - _______________________________________


CAREER OBJECTIVE 
To pursue and achieve a challenging career. 

EDUCATIONAL QUALIFICATION

ACADEMIC 

· Matriculation from B.S.E.B. Patna, Bihar. 
· Intermediate from B.I.E.C. Patna, Bihar. 
· Graduation: Accounts (Hons.) from Ranchi University, Ranchi
TECHNICAL 

· Advance Diploma in Computer Application.(ADCA)
· D.T.P
· Tally 9.0 (Financial Accounting) 
KEY ACHIEVEMENT 

· Always cherished success.
CORE COMPETENCIES 

· Excellent in time management.
· Good communication skill.
· Ability to learn new things in less time.
· Hardworking, sincere, devoted to duties.
WORKING EXPERIENCE

· KASHISH DEVELOPERS LIMITED, RANCHI  (Period: 2014-2020)
(A Civil Construction Company who work with various Government Depts. & Real Estate Projects.)

Engaged with:
Tender Preparation of various Government Departments, PSU’s and other, Knowledge of Standard Bidding Document, Liasening, Maintain of project corresponding files Maintaining records on Computer & register, filing of documents, Data Entry, Printing (Documents, Cards, Photos), Editing Documents, Scanning, Maintaining Records of Data, etc.
· DIPANSHU PROMOTER AND BUILDER PVT. LTD., RANCHI (Period: 2010-2014)
(A Civil Construction Company who work with various Government Departments) 
Engaged with:
Tender Preparation of various Government Departments, PSU’s and other, Knowledge of Standard Bidding Document, Liasening, Maintain of project corresponding files Maintaining records on Computer & register, filing of documents, Data Entry, Printing (Documents, Cards, Photos), Editing Documents, Scanning, Maintaining Records of Data, etc.                    














P.T.O……
· SWASTIK GROUP OF COMPANIES ( Period: 2006-2010)
(Franchisee of Parle Agro (Frooti) & BSNL and consultant to various Govt. Agencies in infrastructure Project services, Major supplier to Govt. Departments, Central Coalfields Ltd., Offices, Companies/ Agencies) in Ranchi. 

Engaged with: Tendering of Central Coal Fields Ltd., Jharkhand Government, Police, & other Dept. Maintaining records on Computer & register, filing of documents, Data Entry, Printing (Documents, Cards, Photos), Editing Documents, Scanning, Maintaining Records of Data, etc.

· “R.K.SILK MILLS-SURAT & RAJ SILK MILLS- SURAT” (Period:2004-2006) 
(A Reputed Textile Mill company in Surat)
Engaged with: Account Assistant cum Office Administrative, Daily Banking work (like Cheque/Cash deposits, Cash withdrawals etc.) Documentation, Maintaining Records of Data & Filing.

· “RAJ SILK MILLS- SURAT” 
Engaged with: Worked as Account Assistant cum Office In-charge, Daily Banking work (like Cheque/Cash deposits, Cash withdrawals etc.), Documentation, Maintaining Records of Data in Computer & file.
· “MANSA POLYESTER & MANSA SYNTHETICS  PVT. LTD., SURAT”.(Period:2000-2003 )
(A Reputed Textile Yarn company in Surat)                                      
Engaged with: Account Assistant cum Office In-charge, handling Excise, Daily Banking Work (like Cheque/Cash deposits, Cash withdrawals etc.) Market payment Collections, Documentation, Scanning, Maintaining Records of Data in Computer & file.
PERSONAL PROFILE

Date of Birth

:
05 August 1975

Nationality 

:
Indian

Sex


:
Male

Marital Status 

:
Married

CORRESPONDENCE: -
Santosh Kumar 

ADDRESS


S/o Shri Rajnandan Singh,




Beed Banglow, P.O.:- Tatisilwai, 




Dist:- Ranchi,




Jharkhand- 835103

Place:- ____________





Santosh Kumar
Date: - ____________








Signature

