    Juhi Shah                                                                      Address: 16/420 E Bapa Nagar

                                                                                 Tank Road Karol Bagh New Delhi- 110005 

                                                                     E-mail: shahjuhi778@gmail.com
 





                  Mobile: 9599862137
PROFESSIONAL SNAPSHOT



· Offering nearly 2.6 of experience in General administration, Operations & Vehicle Route management, Courier management, etc.
CORE COMPETENCIES



· Operations Management:

· Handling vendor management including calling quotes, preparing comparison charts, negotiation & evaluation of vendors, placing order and ensuring timely execution.

· Infrastructure / Facilities Management:

· Providing end-to-end solutions in the areas of facility management, monitoring all aspects of security, housekeeping, cafeteria services and fleet management.

CAREER RECITAL



Oct 2021 to 15 April 2024 was working with Ahujasons Shawl wale Pvt Ltd as a Receptionist.
Key Highlights: 

· Responsible for courier management.
· Taking care about security & housekeeping for particular location.

· Responsible for manage vehicle route and company drivers. 

· Maintaining inventory consumable items pantry, housekeeping & stationary etc.

· Responding all calls at reception and provide solution.

· Overall responsibilities for stock transfer from office to stores.

· Handled the mailroom & stationery inventory, procurement and mails/stationary disbursement within the office; scheduled activities, Inventory updating.
· Successfully managed all distribution of packing material to multiple location as per requirement.
· Managing all conferences & meeting, Training.

· Handling local procurement.
EDUCATIONAL QUALIFICATION 

· BA – passed from Delhi University in 2022.
· Intermediate passed from CBSE Board in 2019.
· High School passed from CBSE Board in 2017.
Computer Skills 

Internet, MS Office, outlook mail and is now operating on People soft

________________________________________________________________________

Personal Details - 

Fathers, Name

:
          Mr. Jagdish Shah
Date of Birth

: 
          August 22, 2001
Marital Status

: 
          Unmarried
Nationality 

:
          Indian

Spoken Languages    
: 
          English, Hindi

Hobbies:  Music, Hard Works, 
Date                                                                                                             Signature          
