RESUME
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Flat A3/37 Mahindra Happinest, Boisar, Palghar – 401501
Mobile-: 9415282910
shashileshmishra@gmail.com
CAREER OBJECTIVE:

I think myself appropriate for this job in all respect and would use my talent and knowledge to give the best possible outcome.
 ACADEMIC QUALIFICATION:

· SSC year in 2000.
· HSC year in 2003.
· B.A. year in 2008.
· L.LB year in 2012.
· B.Ed. Year in 2021
· Basic Computer Course.
· SAP, MS Excel, MS Word, Gmail, Outlook, Internet.
PAST WORKING EXPERIENCE:

· Three years’ experience as a Clerk cum Field Officer in Lalloo ji & sons at Prayagraj-2016-19.                               ( Managing Event & Fair Work) 
· Three years’ experience as an Admin Executive RSPL ltd at Patna 2020-2022.                                                      (Managing Admin Related all Work)
· One years’ experience in BFN FORGINGS PVT LTD (VIRAJ PROFILE GROUPS) as a HR Admin Executive at Boisar, Palghar-401501
Responsibilities Handled:
· Managing mail & phone compliance Plant & Office work management.
· Managing and coordinating organizational compliant and disciplinary proceedings.
· Manage office supplies stock and place orders
· Prepare regular reports on expenses and office budgets
· Maintain and update company databases.
· Manage Pantry Materials, Canteen food including ordering and restocking.
· Manage for all staff and Worker Uniform, PPE; s identity cards etc.
· Managing diaries, scheduling meetings and booking rooms.
· Arranging travel and accommodation.
· Ability to manage HK team responsibility for day to day housekeeping operation.
· Inspecting work to ensure that the prescribed standards of cleaning work.
· Toilet, Bathroom, Canteen, Office Pantry, Office, Plant & cleaning two times and Dustbin garbage lifting and cleaning management.
· All water coolers and water tank cleaning properly as per schedule.
· Making arrangements for drinking RO water for Plant, Canteen & Office.
· Garden maintaining, watering, cleaning work & new plant management.
· Maintain an updated Admin Tracker of all the activities handled.
· Supervision of all vendor works on continuous basis.
· Ensure availability of all necessary resources such as employee ID cards, Visiting Cards, office furniture, etc.
· Monitor and insure sufficient stock levels of PPE and Stationary
· Reservation PPE and Service PR and PO with SAP.
· Company Event, celebrations, festivals, conference and meeting management.
· First aids box manage & medicine stock and their expiry period manage.
· Pest control management.
· Manage Post office, courier, and other miscellaneous office works management.
· Interviewers, Visitors and guests refreshment & food management.
· Security and Plumber management.
· Arranging meetings and other events training.

    CURRENT WORKING:
                 
                 Current working with Macro Logistics & Exim Pvt Ltd , Merol Naka, Andheri (E),
                  As an Admin & Import Executive.
· Manage record & data, Documentation, Manage Office & Warehouse, Pantry, Canteen, Stationery, First Aids, Housekeeping Work, Vendors, Pest control, accommodation, mail & phone compliance, Visitors, conference, meeting.
· Coordinate import/export shipment activities, including customs clearance and documentation.
· Maintain and update the import/export compliance database.
· Liaise with Freight forwarders and other third parties to ensure timely and accurate import/export processes and paperwork.
· Reply the mail related import and export work, etc. related work handling as per require management.
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   Father’s Name	:	Late Sri Ram Raj Mishra
Mother’s Name	:	Smt. Krishnawati Mishra
Date of Birth	:	20/08/1987
Gender	:	Male
Nationality	:	Indian
Religion	:	Hindu
Marital Status	:	Married
Language Known	:	Hindi & English

[bookmark: DECLARATION_:]      DECLARATION:	

I hereby declare that all the information mentioned above is true & accurate to best of my knowledge.
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Place:	Shashilesh Kumar Mishra
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