BIODATA
NAME





: VIKRAM V. KULKARNI

PERMANT ADDRESS


: F-35, SHRINIWAS APT.,







  MANISHA SOC.,







  SAMARTHA PATH,






 
  OPP. GREEN PHARMACY,






  KARVENAGAR,





 
  PUNE – 411 052

DATE OF BIRTH



: 24TH NOVEMBER 1979.

CONTACT NO.



: 92269 37161
GENDER 




: MALE.
MARITAL STATUS



: MARRIED.
PASSPORT




: YES.
LANGUAGES KNOWN


: MARATHI, HINDI, ENGLISH.
EMAIL ID




: micky_kulkarni@rediffmail.com
EDUCATION QUALIFICATION: -
	SR. NO.
	COLLEGE / INSTITUTE
	FROM
	PASSING YEAR

	1.
	APTECH COMPUTER EDUCATION 

(KOTHRUD BRANCH)
	1999
	2002

	2.
	HIGHER SECONDARY CERTIFICATE (H.S.C.)
	1998
	1999

	3.
	GOVERNMENT COMMERCIAL CERTIFICATE (TYPING 30 W.P.M.)
	1995
	1995


WORK EXPERIENCE: -
	SR. NO.
	ORGANIZATION
	POST
	PERIOD
	NO. OF YEARS

	1.
	KAZI INDUSTRIES
	OFFICE ASSISTANT
	FROM 2002 TO 2004.
	2 YEARS

	2.
	ABHIYANTA ELECTRICAL CONSULTANTS & ENGINEERS
	OFFICE ADMINISTRATOR
	FROM 25th MAY 2004 TO 30TH AUGUST 2010.
	6 YEARS &
3 MONTHS

	3.
	STUDIO COLLABORATIVE ARCHITECTS & PLANNERS
	OFFICE ADMINISTRATOR
	FROM 01ST SEPTEMBER 2010.
	TILL DATE


JOB DESCRIPTION: -
1. KAZI INDUSTRIES
289, KOTHRUD, NEAR SHIVAJI STATUE, PUNE - 411038


EXPERIENCE OF 2 YEARS AS “OFFICE ASSISTANT” FROM 2002 TO 2004.


WORK PROFILE INCLUDES -
1. PREPARING QUOTATIONS.
2. DAILY OFFICE WORK – FILE HANDLINE.
3. ATTENDING TELEPHONE CALLS.
2. “ABHIYANTA” ELECTRICAL CONSULTANTS & ENGINEERS


SHRI SWAMI KRUPA, PLOT NO. 6, NEELKAMAL HOUSING SOCIETY, NEAR RAJARAM BRIDGE, KARVENAGAR, PUNE - 411052



EXPERIENCE OF 6 YEARS AND 3 MONTHS AS “OFFICE ADMINISTRATOR” FROM 24th MAY 2004 30TH AUGUST 2010.

WORK PROFILE INCLUDES -
1. PREPARING TENDERS / ENQURIES.
2. MAKING COMPARATIVES STATEMENTS.

3. DAILY CHECKING & SENDING EMAILS AND FORWARDING TO CONCERN PERSON.
4. DAILY OFFICE WORK (FILE HANDLING, KEEPING & MAINTAINING RECORDS OF INCOMING & OUTGOING DOCUMENTS).
5. ATTENDING TELEPHONE CALLS.

3. STUDIO COLLABORATIVE ARCHITECTS & PLANNERS
AR. SUDHIR R. GODBOLE


2, SARTHAK, 59/13, BHARATI NIWAS SOCIETY, PRABHAT ROAD, INCOME TAX LANE, ERANDWANE, PUNE - 411 004


JOINED AS “OFFICE ADMINISTRATOR” FROM 01ST SEPTEMBER 2010 TILL DATE.


WORK PROFILE INCLUDES -

1. PREPARING TENDERS, BILL OF QUANTITIES AND RELATED DOCUMENTS.
2. GENERAL OFFICE ADMINISTRATION, PROVIDING ASSISTANCE & SUPPORTING OFFICE STAFF AND COORDINATING IN DAY TO DAY ACTIVITIES IN OFFICE.

3. ATTENDING INCOMING & OUTGOING TELEPHONE CALLS.

4. DAILY OFFICE WORK (TAKING DICITATIONS, DRAFTING LETTERS, MAINTAINING STATIONERY, MAINTAINING REGISTER FOR INCOMING & OUTGOING DOCUMENTS, MONITORING, HANDLING PETTY CASH).

5. MAINTAINING INVENTORY OF OFFICE STATIONARY, CHECKING STOCK & PLACING ORDERS.
6. BASIC ACCOUNTS (MAKING GST TAX STATEMENTS & TDS STATEMENTS).

7. DAILY CHECKING & SENDING OF E-MAILS AND FORWARDING TO CONCERN PERSON.

8. MAKING SALARY PAYMENTS, BILL PAYMENTS & VENDOR PAYMENTS.

9. INTERNET BROWSING.
10. MAINTAINS OFFICE SCHEDULE BY PICKING-UP AND DELIVERING ITEMS USING AUTOMOBILE IF NECESSARY.

11. PREPARATION OF VARIOUS PRESENTATIONS & REPORTS IN POWER POINT, MS-EXCEL & MS-WORD.
	DECLARATION:


I DECLARE THAT THE ABOVE INFORMATION GIVEN BY ME IS TRUE TO MY KNOWLEDGE.

VIKRAM V. KULKARNI

