<[Creative Desk Executive]

C u r r i c u l u m   V i t a e
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Aim is to be associated with progressive organization that gives me a scope to utilize 

My knowledge & skills and be a part of a team that works dynamically towards the 

Growth of organization & gain satisfaction. I want to obtain a creative and challenging 

Job where I can exercise my creative & interpersonal skills.

Work Experience (Total Exp. 7 + yrs.)
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1) Currently working with Largest E-commerce Firm Inovent solutions Ltd. (istreetnetwork) as a Online  Trading Executive / Product Uploader (creative desk executive /Page Designer/Graphic designer/Image editor) In designing department @ Malad Link Rd. Nov. 2009 to till date.
{We sale online all type of Products - Electronics, Gemstones & Diamonds, Kitchen & Home Appliances, Apparel & Accessories, Jewellery etc.)
Work Profile: 
          Main Responsibilities are creating Product Ad, Page live on ebay.com, Quality, Web Research.
· Product Uploading / Listing for online Sale.
· Creating product listing in turbo software & also ebay. com, tradus.in, rediffshopping.com etc.

· Updating Inventory Sheet.
· Downloading client products data from there site & making database.
· Creating page design for Ad Post  - Using Photoshop, Corel draw, HTML code, 
· Images editing in Photoshop.
2) worked with Global Pharmaceutical Market Research Company as Coder/ Internet Data Processor  for one and half years Cegedim Ind. Pvt. Ltd.  {Cegedim Strategic Data (CSD)}In Production department @ Malad Link Rd. March 2008 to Oct.2009.

Work Profile: 

Main Responsibilities are Coding, Checking, Planning, web Research on direct for global projects. 

· Codification of drug for various projects India, US, Mexico, Germany etc.

· Solving all queries regarding data & secondary research data analysis.

· Operating companies data possessing software Ines & Cam IT

3) worked with leading consultancy firm  "M/s. JMPC.” at Andheri. 
as  a Sourcing Data Analysis in HR Department since 11th November, 2006 to Feb.2008.

 Work Profile:
Overseas/Local Recruitment Planning/Sourcing Specialist JMPC are involved into providing staffing services to Gulf and east Africa for construction, oil & gas, 
IT services.

· Scrutinizing and sourcing the profiles of candidates as per client requirement                     database & naukri.com, Monster.com, timesjob.com packages.

· Job Posting & page design, Mass mailing Bulk SMS, preparing PP presentation for Adds.

· Arranging interview for client in India. 

4) Worked as a Graphic Designer 6 Months with “M/s. Apurva Print Pvt. Ltd” Andheri (W)

      {April 2006-November 2006} 

Work Profile: 

· Editing Logos, Letterheads, bills, Invoice, labels and Brochures 

· Advisements…. etc by using reference.(coral draw & Page Maker) 

· Image Editing In Photoshop. 

· Preparation of various rough Artworks (for Metal Printing) & PP presentation

5) Worked as an Office Assistant/Internet Data processor for one and half years with “M/s. Jay Investment (Share Marketing)” Goregaon (From July 2004 to March 2006) 

Work Profile :

· Maintaining Muster, Payroll, vouchers checking 

· Online Share trading, updating daily Shares rates, E- Mail daily reports to clients, fill up 

· forms of new public issue etc. 

· Handling A to Z bank work, like checking bank balance & drawn cheques, Reconciliation. Etc. 

· Making LIC PP Presentation for Adds & handled clients calls & try to solve their quires. 

                       {Also Operating Tri Trac Financial A/c Package, LIC- Bimamitra software}

Educational Qualification: 
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· Passed S.S.C from Dnyan Vikas High School

· Passed H.S.C from Ujwal Edu. Soc. Anudatta College of Commerce & science, Kandivali

· Distance Education of F.Y.B.Com & S.Y.B.Com from university of Mumbai.

Computer  Knowledge 
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                   Basics aware & Diploma in Creative Graphics & Animation from St. Angelo's Computer Edu.

                              Package : 

Windows & Internet 


Ms. Word 


Ms. Excel 


Ms. PowerPoint 


[D.T.P] 


Corel Draw 


Photoshop 


PageMaker 


Dream weaver 


Flash

Technical Qualification & Typing Speed

· [image: image3.wmf] Diploma in English Typing 40 w. P.M. Speed

·             Marathi/ Hindi Font :- Krutidev, Devnagri, Shivaji -5, Shivaji -1 

·             Passed IRDA (Insurance & Banking) License course from DTC. 

Familiar with Scanning - Card Scanning, Printing, Fax, Sharing -Networking, Software installation, CD writing- burning.)   

Personal Profile 
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NAME

                        
: Mansi Mahesh Gurav 
PERMANENT ADDRESS 

:  2/Ashwmedh Mitra Mandal,
   Swami Vivekanand Nagar,

   Datt-Mandir Rd, Wakola,

   Santacruz (E),Mumbai.
E –Mail ID 



: mail2archya@gmail.com/mail2mansimahesh@gmail.com

MOBILE No.



: 99872 57120

AGE




: 26 yrs

NATIONALITY


: Indian

LANGUAGES KNOWN 

: Marathi, Hindi, and English
Hobbies

[image: image7.wmf]                 

Photography, Net Surfing, Music, watching One day cricket matches 

Expected Salary : Negotiable 

Notice:  15 days (If it is Urgent then ASAP)

Reference:

Mr. Rashid Khan (Production Manager – CGDM) 

Ms. Bhawna Trimbakkar (Research Manager-CGDM) 

Place : anywhere in Mumbai(Nr. by station)

Date  : 31.08.2010
(Mansi-Mahesh)
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