Nakul Prakash Thavakar

Email: 

thavakarnakul@gmail.com                                               
Contact No: 
(+91) 7972286822
Mailing Add:
Plot no 86, Sai Nagar, Near S.N. Public School,

      

Godhani (Rly), Nagpur -441111.
 Career Objective:
Keeping in view my academic knowledge, performance and skills, I wish to start my career in your organization, offer my best to organization & grow with it to a more & more responsible position.

 Working Experience:

· Currently working at M.S. Support Services as an Admin Executive.
 (Feb.2022 – At Present)
I am responsible for various crucial tasks within my role, including preparing billing documents and ensuring timely salary distribution of labors. I manage material stocks and diligently submit daily reports on chemical consumption. Additionally, I meticulously record daily attendance and liaise with government officials as needed. Coordinating the purchase of necessary materials and collaborating with supervisors on housekeeping duties are also part of my responsibilities. I handle the ordering of office supplies, manage petty cash, and provide essential clerical support to senior executives within the company.
·  I worked with O.J. Aggarwal Group Nagpur as a Back office and Admin executive. (May.2015-July.2020)
Handled multiple clerical tasks (e.g., Record keeping, data entry, filing, records management and billing) as the assistant to the seniors. Coordinated travel arrangements, purchase and maintain office supply inventories, asking for quotation to the vendors, handle petty cash, AMC maintenance, coordinate with vendors regarding materials, supervision on housekeeping staff and security guard, bank related work and all office related work to ensure the smooth running of day-to-day activity.

· I worked in SGEPL (real estate Company) as an ADMIN EXECUTIVE (Sep.2013-may.2015).
  Computer Skills:                                                                                                                     

· Sound Knowledge of MS-Word, MS- Excel, MS-Power.

· Well experienced with use of internet.

· Interpersonal Skill: A Complete team person and enjoy working in group, Energetic self-driven, motivator hard worker, good learner, determined & have a positive attitude.
Educational Qualification:               

	Course
	School/college
	Board/University
	Year of Passing
	Marks Obtained

	M.C.M.
	Dhanawate National College
	RTMNU University Nagpur
	 2012
	65.6%

	B.C.C.A.


	Dhanawate National College
	RTMNU University Nagpur
	 2008
	58%

	12th 
	VidyaMandir College Koradi, Nagpur
	Maharashtra State Board, Pune
	2005
	57%

	10th
	Ashirwad High school, Nagpur
	Maharashtra State Board, Pune
	2003
	63%


 Personal Profile: 

Name



: Nakul Prakash Thavakar
Nationality


: Indian

Religion


: Hinduism


Date of Birth


: 25-June-1988
Languages Known

: Hindi, Marathi and English
Interest in


: Cricket, music, Books
 Declaration:                                                                                                                                                                                                                                               
I hereby confirm that the information given above is true to my knowledge and belief.
Date:

                  





            (Nakul Thavakar)
