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Contact
Phone
7568651787
Email
havneshsharma@gmail.com
Address
VPO- Khansoli Churu-331001 Rajasthan
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Education
2008
Diploma (COMPUTER OPERATOR AND PROGRAMMING ASSISTANT)
NCVT JODHPUR 

  2012
Bachelors of Arts
MGSU Bikaner
2014
B.ED (Bachelor of Education)
Rajasthan University Jaipur 
2016
Master of Arts
Rajasthan University Jaipur 

2019
Master of Arts

MGSU Bikaner
Projects Worked
/Ammanarul Spinning pvt ltd Selam (TAMILNADU)
Ammanarul Spinning pvt ltd Silvassa (DADRA AND NAGAR HAVELI)

Kendriya Vidhalya Churu (Rajasthan)

Mungi Devi ITI College Churu (Rajasthan)

Gramin Mahila College Sikar (Rajasthan)

Language
English Hindi

 Havnesh Chandra Sharma
 Warehouse Executive 
To be outstanding professional in the field of Warehouse operation whereby integrate my learning, knowledge and valuable experience in industry with utter dedication and commitment towards growth of organization & self.
    Experience

      2023 - Current
        Mentor Securers (P) Ltd. (TVS Motor Company Project) 
       Warehouse Executive 
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 Manages warehouse operations, ensuring all orders are processed in a timely manner and   

           Correctly.
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 Self-audit in a week all warehouse QMS and 5s proper maintain
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 Physical stock verification and tally with SAP
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 Ensuring the availability of stock according to needs
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 Prepare and send Daily stock (in & out) report to In-charge Warehouse.
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 Receiving stock information and assisting In-charge Warehouse in supervising warehouse activities.
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 Be present at the time of physical stock checking.

         [image: image8.png]


 Maintaining standards of health and safety, hygiene and security in the work environment of the 

           Warehouse.

          2022-2023
Gramin Mahila Sikshan Sansthan Sikar, Rajasthan
Office Administrator
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  Co-Ordination daily administrative activities for a school 800+ students maintaining      smooth Operations.
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  Handle scheduling, record-keeping and reporting.
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  Counsel students when needed
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 Resolve conflicts and other issues
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 Communicate with parents, regulatory bodies and the public
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 Implement actions that improve the school and the quality of education
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 Develop and run educational programs
2019-2022
Smt. Mungi Devi ITI College Churu, Rajasthan
Office Assistant 
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 Greet and assist visitors, clients and employees with a friendly and professional demeanor  
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  Answering and route incoming call and Email providing accurate and timely response 
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  Maintain office cleanliness and originations including managing office supplies and inventory   
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 Handle incoming and outgoing mail, packages and deliveries
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 Prepare and maintain documents, report and spreadsheets using MS office suit 
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 Proper maintain all record and data. 
Technical Skills
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 SAP
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 ERP 
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 MS office
 Personal Traits
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 Hardworking
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 Good in Team work

Experience

 2010-2012
Ammanarul Spinners PVT. LTD. Selam, Tamilnadu and Dadra and Nagar Haveli 
Assistant Purchase Manager 
[image: image27.png]


 Monitor Stock levels and identify purchasing needs
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 Research potential vendors
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 Evaluate offers from vendors and negotiate better prices.
[image: image30.png]


 Prepare cost analyses
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  Maintain updated records of invoices and contracts
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Liaise with store staff to ensure all products arrive in good condition
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