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haris1731.github.io 

Bikaner, Rajasthan, India

S U M M A R Y

Experienced in client servicing and MIS with strong skills in client communication, data handling, and report generation. 
Proficient in Excel and reporting to support business operations and decision-making. 

E X P E R I E N C E

07/2025 - Present MIS Executive 
DKC EXPORTS 

Expert in Advanced Excel: dashboards, pivot tables, macros, and automation using VBA. 
Designed dynamic, user-friendly sheets for reporting and data analysis. 
Automated workflows in Google Sheets using Apps Script, reducing manual tasks. 
Created real-time dashboards and scheduled reports with email triggers. 
Standardized data entry with validations and templates to ensure accuracy. 
Migrated Excel processes to Google Sheets for better collaboration. 
Reduced reporting time by 50% through efficient automation and smart design. 

01/2024 - 06/2024 Executive- Client Servicing 
Easy Source HR Pvt. Solutions 

Demonstrated strong organizational, communication, leadership and problem-solving skills 
while managing complex projects. 
Identified opportunities for process optimization and cost reduction initiatives across all 
departments. 
Established protocols around data collection and analysis procedures used when engaging 
with high profile clients. 
Structuring of CTC ( Cost to Company), gross salary, etc. 
Payroll process, preparation of attendance sheet, Overtime & leave management. 
Generation of salary sheet/ pay slips/ TDS certificates. 
Mediclaim management. 
Updating all the details in Master data. 
preparation of full and final settlements. 

E D U C A T I O N

08/2020 - 08/2023 BSc (PMCs) 
MGS University 
Bachlor's in Science 

01/2019 - 05/2020 Science 
Sun Bright School 
Higher Secondary 
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mailto:harisahmed1731@gmail.com
https://haris1731.github.io/
https://dkcexports.com/
https://www.easysourceindia.com/


08/2017 - 08/2018 Intermediate 
Sun Bright School 
Secondary 

C E R T I F I C A T E S

HackerRank Certificate in SQL(intermediate) 
HackerRank 

Certificate in AWS CCP 
Udemy 

Certificate in Data Analyst 
Udemy 

Certificate in Advanced Excel 
IICS 

S K I L L S

Macros 

PowerBI 

Chatgpt 

Vba 

App script 

Google sheets 

Dashboard Creation 

Email and call handling 

Report Generation 

Data Management 

Microsoft Excel 

Data Visualization 

L A N G U A G E S

Hindi English 
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https://www.hackerrank.com/certificates/1eefb5426472
https://www.udemy.com/certificate/UC-2d87b6a5-6329-4a42-ad6c-868352c3c8d9/
https://www.udemy.com/certificate/UC-6003713b-b7ee-4182-8c2e-3882408c87cf/
https://github.com/haris1731/haris.github.io/blob/main/excel.pdf

