HEENA KANOJIA
Mobile : +91 8010365552|E-mail : heenakanojia76@gmail.com
To build career in a growing organization, where I can get the opportunities to prove my abilities by accepting challenges, fulfilling the organizational goal and climb the career ladder through continues learning and commitment.


WORK EXPERIENCE

Mar. 2011- Aug.2013 worked as a Front Office Executive at Medicamen Biotech Limited (a pharmaceutical company).
Apr.2016- Mar. 2017 was a Teacher at Sunrise Convent School, Ashok Vihar. Taught Social Science & Hindi to V to VIII standards.
Apr. 2017-Dec. 2019 worked as a Front Desk Executive cum Admin coordinator at Wonder ALU Board (manufacturer of aluminium panel sheets).
Jan.�19- Dec.’2022 worked as a Back Office Executive at En’Vogue Furnishings (I) Pvt. Ltd. (Brand- Obsessions, home furnishings).
Key Responsibilities
· Get Barcodes issued from GS1 for company skus/products. 

· Enter issued barcodes in internal master barcode software/ERP.

· End-to-end product creation in the system with all specifications.

· Create Purchase Order (PO) basis order sheet received from procurement.

· Update Purchase Order (PO) on receiving goods against the PO.

· Carton Mapping of Accessories with barcodes. 

· Stock Journal entry.

· Order punching (on ad-hoc basis only)

· Mapping sku-wise information in the internal software for e-commerce. 

· Create Account Head (on ad-hoc basis only).

· Rename, map and upload B2B images basis barcodes.

EDUCATION

· Post Graduate Diploma in Political Science from I.G.N.O.U. in 2016
· B.Ed. in Hindi & Political Science from Pradeep Memorial Comprehensive College, Education of Guru Gobind Singh Indraprastha University in 2014
· B.A. (Prog.) from Lakshmi Bai College of Delhi University in 2010
· XII from Sarvodaya Kanya Vidyalaya (CBSE Board), New Delhi in 2007
· X from Sarvodaya Kanya Vidyalaya (CBSE Board), New Delhi in 2005
COMPUTER SKILLS
· Conversant with Windows, MS Office (Word, Excel) & Internet Applications

PERSONAL DETAILS

Date of Birth:

15th September, 1990
Current Address: 
House No.-38C, Janta Flats, Ashok Vihar, New Delhi-110052
Languages Known:
English & Hindi
Location Preference:       Delhi
