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	Strengths

	· Accomplished Bachelor of Computer Applications (BCA)
· Conversant with C/C++/Java/.NET & MS-SQL Server
· Exemplary Verbal and Written communication skills
· Technically Astute & Abreast w/ latest technologies
· Possess Integrity, Creativity, Honesty & Teamwork
	· Competency in General Administration & IT Support
· Ability to deal effectively w/ phone & email inquiries
· Skilled in Testing, Implementation and Integration
· Adoptable to work within a team or Independently
· Self-starter - Quick learner - Flexible personality


	


Bachelor of Computer Applications (BCA) with 8.67 CGPA – ICFAI University Jharkhand Ranchi, India
	



Programming Languages
:
C, C++, Java, .NET
Operating Systems
:
Windows
MS Applications

:
Word, Excel PowerPoint, Email Application & Internet
RDBMS


:
MS-SQL Server
	



Administrative Operations Assistant
· Provide administrative support to departmental personnel including answering telephones, maintaining conference room schedules, coordinating meetings, and managing consequences.
· Perform office functions such as setting up and maintaining files, interviewing callers and making proper referrals, arranging meetings and conferences, and receiving, referring, or answering mail. 

· Review drafts and finished documents for appropriate grammatical usage, answers questions relating to office operations and established policies and procedures. Gathers, compiles, and reports on information relevant to supervisor's assignment.
· Provide necessary arrangements for meetings including conference room scheduling, travel assistance, technical support and catering arrangements.

· Organize presentation materials to ensure that presentation technology and corporate standard upgrades are met.
· Copying, typing, sending/receiving and distribution emails, sort, distribute and respond to mail, send certified mail, screen calls, greet visitors, answer phones, set up and maintain file system, inter-office mail, overnight mail, frequently check out box and process work, etc.
· Provide assistant in resolving any administrative problems & run company’s errands to post office & office supply store.
IT Support / Assistant
· Responsible for the installation, operation, and maintenance of computer systems and other technologies, such as communication systems.
· Configure hardware and software, setting up peripherals such as printers or routers, repairing equipment, and providing daily support for computer network users.
· Provide assistance in the use of personal computer hardware, software, and specialized mainframe technology or operates a multi-platform computer environment or monitors the production scheduling, execution, and successful completion of production jobs.
· Install software and installs and repairs hardware and peripherals. Maintains systems, databases and web pages.

· Test programs, Troubleshoots, diagnoses problems, implements corrective action procedures within prescribed guidelines and/or escalates to other technical resources as appropriate.
· Administer user accounts, Designs and produces basic reports, Sets up and submits production jobs and edits and debugs computer output and Transfers computer files between platforms.

· Responsible for writing reports, tracking inventory, evaluating new technologies, negotiating contracts with vendors, and developing contingency plans in case of network failure.
· Monitor, operates, or coordinates and assists others in the operation of computer hardware, software, and peripherals in order to achieve desired results.
	



· Project

:
Writing code on .NET and SQL Server in Visual

· Company
:
IRY Technology Pvt. Ltd

· Duration

:
3 weeks from 06th June to 25th July 2016
	


Academic Projects: 
· Project

: 
Website made on College Canteen

· Description
: 
Designed a website of the canteen of our College, using Web Technologies.
· Project

: 
Website made on Information Management System.

· Description
: 
Designed a website of the Information of telephonic process, using Asp.net & SQL server
                                          2005.

	


Final Projects:
· Project

:
Writing code on ASP.NET, C# and SQL Server 2005 in Visual Studio 2012
· Company
:
Alankit Assignments Limited, Delhi, India
· Duration

:
5 Months from 02nd January  to 15th may 2017
	


Academic Achievement & Activities:

· 2nd Topper Award for 3rd Semester in BCA (2014-17)
	



Nationality

:
Indian
Date of Birth
:
05th Feb 1995
Marital Status
:
Married
Visa Status
:
Visit Visa
Languages

:
English, Hindi
Reference

:
Available Upon Request
PROFILE SYNOPSIS





Enthusiastic, Dynamic and Goal-oriented professional offering formal education, valuable training, skills and attributes for a solid career foundation in a progressive enterprise; Competencies to handle challenging roles in domains of Office Administration, Back Office Operation, IT Support, Clerical duties and Customer Service. Capabilities to multitask, prioritize job responsibilities, perform well under pressure, and maintain strict confidentiality of company records, coordinate with third parties and surpass performance parameters. Possess enthusiasm, tenacity, and initiative in achieving performance goals with admirable qualifications, excellent communication skills, coordination, organization, time management; decision making, problem-solving and ability to adapt manage in a high pressured environment. Seeks a solid career foundation within a forward-thinking organization which offers challenging and broad training to use and develops skills.
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