Navin Kumar
________________________________________________________________________________________________________
Present Address: House # 57, 3rd Floor, Madangiri, Near Pushp Vihar, New Delhi – 110062.
Permanent Address: 12/722A, Street # 4, Near Ambedkar Bal Vidhyalya, Bhupenderpuri, Modinagar,

Ghaziabad, U.P. - 201204.
E-mail: navin.mindshare@gmail.com, navin.kumar@startv.com. 

Mobile No. +91 9654446411
Date of Birth:05th April 1979.
________________________________________________________________________________________________________
EDUCATION

Graduation (B.COM)                                                          Ch. Charan Singh Meerut University                  2001
________________________________________________________________________________________________________
PROFESSIONAL QUALIFICATIONS:

· Successfully completed Computer Z+ Course from STG Computer Education.
(Windows 2000, Windows 7, Computers Fundamentals, M S Office2000 & 2007, Internet)
_________________________________________________________________________________________________________
SUMMARY OF SKILLS & EXPERIENCE:
· Administrative skills. Computer competency with excellent communication skills. A self-starter, enthusiastic and energetic.

· Forward-looking optimist with a strong zeal for learning and handling responsibilities. 

· Sincere, dedicated and comfortable with working under pressure. 

_________________________________________________________________________________________________________

EXPERIENCE:
Oct 2007-Till Date STAR INDIA PVT.LTD. - Gurgaon Working as ‘TRAFFIC EXECUTIVE’

· Handling STAR Movies & STAR World. Working with ON AIR application, making the Deal in system as per the confirmed deal offered to the client and check the percentage loss/ gain along with sales grid & send it to senior management for approval.

· Preparation of bookings, sponsorship paperwork, checking of logs, protecting revenue in the same month for schedules facing inventory issues. Scheduling Commercials & confirming the same

· Maintaining updated records of consumption, providing information on program changes, managing inventory with Traffic & agencies, managing sponsorships and deadlines. Fully execute all campaigns from beginning to end. Troubleshoot serving problems and reporting discrepancies
· Follow up for commercial materials, releases, schedules & the revisions, sponsorship details & resolving issues with Agencies for all deal activity.
· Coordinate with all regions office for Revenue report, Sponsorships etc… Time to time send all the scheduled FPC/events calendar to all the agencies and all regions office.
· Maintaining of Revenue Report on a daily basis as and when bookings are in process. Generate weekly reports for inventory and campaign performance.
· Maintaining of Database on a regular basis. 
· Printed Schedules are couriered to all the agency/ clients on a monthly basis. 
· Generate weekly and ad hoc MIS Reports (Projection Tracker, Business Plan Sales Tracker), on ad revenue report, inventory management and campaign performance.
· Also working on LMI (Last Minute Inventory) & Special events (Oscars Awards & Grammy Awards) live logs. 
Oct 2005 – Sep 2007 “Mindshare Fulcrum - Mumbai” worked as a ‘Commercial Executive’
· Download & Generate TAM data from Adex daily and arrange it as per the requirements of Media Buyers, Planners, & Commercial Department.
· Co-ordinating with Media Buyers, Planners and Clients (H.L.L.) regarding spot Monitoring Issues.
· Auto Mapping, Auto Monitoring the TAM & System Data.
· Manually Monitoring System Data Spots According to TAM Data.
· Check all Disputes and rearrange the spots.
· Handling the Monitoring Team for the smooth functioning of the Department.

· Updating the monthly Supplier bills in the system.

· Operating Adex Swift (for Tam Data), Media logistic (for Time Data).
Nov 2004 – Sep 2005 “Eye Media Pvt. Ltd. - Mumbai” worked as a ‘Scheduling Executive’
·   Accept the booking from Agency and feeding it into the Excel.
· Preparing Log Sheet. 
· Maintaining daily in & out records of Release Orders.
· Arranging the commercial.
Sep 2002 – Oct 2004 “Compact-International - Mumbai” worked as a ‘Scheduling Executive’  
·  
Download Release Orders from Baazee.com.
· 
Arrange Delivery of Release order for Buyers.  
·   Handling Purchasing & Selling Products.  
· 
Co-ordinating with Buyers and Agencies of various Zones.
· 
Maintaining Stocks.
·   Keeping a track on Company System.
_______________________________________________________________________________________________________

I HEREBY DECLARE THAT THE ABOVE STATED INFORMATION IS CORRECT TO BEST OF MY KNOWLEDGE AND NOTHING HAS BEEN CONCEALED AND DISTORTED. 
Date:  19th Jan’11
Place: Delhi
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