
APOORVPAUL
PalashVihar,MahavirNagar,Raipur,Chhattisgarh-492006

(Mobile)+08839893002Email:paulapoorv@gmail.com

HIGHLIGHTSOFSKILLSANDEXPERIENCE

 Experienceinmanagingfinancialandadministrativefunctions

 Excellentwrittenandoralcommunicationskills

 Effectivepresentationskillsandexcellentnetworkingcapabilities

 Organizedevents,campaignsforbusinessrelations

 CertificateofattendingtheSymposiumon“NewtrendsinSickleCelldisease’heldat
CommunityHealthCentre,Arang,Chhattisgarhon05thAugust,2018

 Letterofappreciationofworkduringthehourofcrisesarisingoutofunprecedentedfloodsin
villageofArangblockonAug,2018inChhattisgarh

PROJECT

MajorprojectondevelopingCollegeManagementWebsite
Thisprojectisaimedatdevelopinganonlineintranetcollegemanagementsystem thatisof
importancetoeitheraneducationalinstitutionorcollege.Thiswebsitecanbeusedtomonitor
attendanceofstudentsandstaff

PROFESSIONALEXPERIENCEANDKEYACHIEVEMENTS

Organization:KundnaniFinance
Designation:Manager-Administration&Marketing(January2013–2019)
KeyResponsibilities:

AdministrationandFinance

 Processpettycashpayments,preparestatementsforreplenishmentofpettycash;also

responsibleforsafecustodyofpettycash&Financialaspectsofthecompany

 Preparationoffinancialmanagementreportsandreconciliationofvendoraccounts

 Processlocaltraveladvance,travelclaimsandotherreimbursementclaimsofstaff
ensuringpayments/adjustmentsareinaccordancewithfinancialrulesandregulations.

 Review invoices from vendors,certify costcalculations,financialaccuracy and
adherencetofinancialrulesandregulations.Followingscrutiny,scanallrelevant
financialdocumentsforpaymentprocessing.

Procurement

 Raise&ProcessPurchaseOrdersinOraclesoftware

 Ensuringcosteffectivenessinoverallfunctioningofoffice

 Manageprocurementprocessfortheoffice

HumanResources(HR)

 Takecareofrecruitmentprocessforoffice

 MaintainingtheHRdatabaseandallthepersonnelfiles

 Maintainthestaffleavedetails

 AddressanyHRissueintheoffice



PERSONALEXPERIENCE

 SupporttolocalNGOsinpreparationofprojectproposals,translationwork.

 Documentationoffieldreports,evaluationreports,progressreportsetc

 Scrutinyofreportsprepared(minutesofmeetings/monitoringreportsetc)

QUALIFICATIONS

CourseCertificatein.NETandORACLEfromNIIT,Kolkata(Batchof2020)

BachelorofEngineering(Specialization:ComputerScience)
Institute:DishaInstituteofManagementandTechnology’,Raipur(C.G.),University-Chhattisgarh
SwamiVivekanandaTechnicalUniversity,Durg,Chhattisgarh(India)(2009batch)
Percentagemarks:56%,CPI:6.30(CumulativePointIndex,Max-10)

HigherSecondarySchoolCertificateExamination(12thStandard):
School:HolyCrossH.SSchool,ByronBazar,Raipur,Chhattisgarh(India)classof2009
Percentagemarks:65.8%,Grade:A

HighSchoolCertificateExamination(10thStandard):
School:HolyCrossH.SSchool,ByronBazar,Raipur,Chhattisgarh(India)classof2006
Percentagemarks:69%,Grade:A

PERSONALINFORMATION

Nationality:India

Languages:FluentinHindi,Bengali&English.AlsounderstandthelocaldialectsofChhattisgarh.

ComputerProficiency:WorkingknowledgeandexperienceofMicrosoftoffice2013andInternet

alongwithworkingexperienceof.NET,C++,ORACLE

DateofBirth:20June1990

Iherebyaffirm thattheabove-mentionedinformationfurnishedbymeistruetothebestofmy
knowledgeandbeliefs.

ApoorvPaul


