
Job Description : MIS Executive 


Job Description:

· Preparing MIS reports on daily, weekly and monthly basis.
· Where necessary, carry out additional research based on the requirements.
· Candidate must understand of operational process and logical thinking
· Ability to work on data and generate various types of reports
· Good Experience on MS Office (especially MS Excel).


Skills Required

1. Candidate should possess excellent oral and written communication skills. 
2. A positive and goal-oriented attitude & should be. 
3. Out of the box thinking and solution-oriented approach. 
4. Comprehensive knowledge of MS Office (especially MS Excel)


Education: 

1. Minimum 60% marks in 10th and 12th and Graduation (full-time education)


Experience Required:

· 0-1 Year of experience 
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