CURRICULUM VITAE

MANISH KUMAR TANWAR

172, DEVLI VILLAGE MAIN ROAD

NEW DELHI – 110062

M: - 9958021272

EMAIL: - manishbu3@gmail.com
JOB OBJECTIVE

To obtain professional and management excellence through sincerity and hard work in an open minded, professional and caring organization.

PROFESSIONAL QUALIFICATION

· B.A. Under grad. (Vocational) Office Management and Secretarial Practice of College of Vocational Studies from Delhi University 
ACADEMIC QUALIFICATION

· 12th from CBSE, in 2006.

· 10th from CBSE, in 2004.

TECHNICAL SKILLS
· MS Office Computer Course.

· DTP (Desktop Publishing Course).

· Excel Course.

· Net Working.

WORK EXPERIENCE

· 1 year worked with Central Board of Excise & Customs, New Delhi as a Computer Operator
JOB PROFILE:-

· Maintain the Legal Reports in Excel

· Handle the Receptionist , Stationary work

· Handle the Administrative paper work
· 6 months work with Den Digital Network as a back end executive 

JOB PROFILE:-

·  Handle the mailing process,

· Add and removed the channels,

· Reconnection & Disconnection of channels,

· Uploaded a Customer data in live software.

· 3 Months work with Indian Inc as Merchant Operation Resource 
JOB PROFILE:-

· PO Management in BMS,

· Maintain PO Tracking, Alerts,

· Handling Mailing Process,

· EDI (Electronic Data interchange,

ACHIEVMENTS

· Certified in Fourth & Fifth (Paryavaran Ratana Award) of Indian Centre For Wildlife and Environmental Studies in South Asia Region in 2000 & 2002.
 PERSONAL DETAIL

· Date of Birth

:
1st November, 1987

· Gender


:
Male

· Nationality

:
Indian

· Language Known
:
English & Hindi

REFERENCE 

             MANISH KUMAR TANWAR
