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Objective:

· To stand out from the crowd.
· To work in a company that suits my capability, and take on new challenges.
· To secure a position towards career advancement and productivity.

· To make optimum use of my skills and capabilities in an organization that will offer me a chance to grow and enhance my career opportunities.

Dec 2006 – Dec 2012

Drishtee Dot Com Computer Education Centre

Bokajan, Assam, India
Computer Instructor / Institute  Proprietor
· Overall in-charge of the institute,
· To coordinate with the head office and execute plans and programmes implemented by Head Office,

· To enroll new students, keep records, etc. 

· To teach students as per curriculum set by central syllabus,

· To conduct regular tests and prepare students for final test conducted by head office.
· To handle problems and find solution or report higher authority, if required.
Relevant Skill and Experience Gained:

Running an institute for someone who until then working as a primary school teacher was a big challenge. All decisions were to be taken by myself. It was not easy job but it took me no time to run the show confidently. As a proprietor, I had to make sure the institute did good business. I had to ensure steady flow of new students by offering quality education. 
Work Experience

Level Assistant Teacher

Feb 2003 – Dec 2003
Holy Cross School
Naojan, Assam, India

Primary Level Assistant Teacher

Feb 2004 – Dec 2004
R. G. English High School
Bokajan, Assam, India
· Academic teaching, plan, set and evaluate grade test, exams and assignments.
· Inculcate model behavior and mannerisms by self example.
· Supervise student and monitoring conduct during class, lunchtime and other breaks.
· Communicate with parents.

· Perform other duties as assigned.
Relevant Skill and Experience Gained:

I have learned a lot when I became a teacher myself. My communication skill went to a higher level. My patience and understanding and analytical thinking went to a big leap as well. I see myself as a better person now because of a higher self confidence.  I also have improved motivation skill for my students by finding time for an individual conversation with them.  
May  2005 – Oct 2006
Weird Industries Limited,

Bokajan, Assam, India
Office  Assistant/Cashier
· Answer customer queries, personal or by phone,
· Send fax messages, drafting letters and handle all correspondences,
· Prepare Daily and Monthly Cash collection Reports,
· Posting data, making Invoices, 
· Receive cash collection from agents and send the same to banks on daily basis,
· Handle petty cash,
· Make payments of telephone bills, stationery bills, etc. 
Relevant Skill and Experience Gained:

Working with Weird Industries Ltd. was totally new experience for me. In fact, it was here I learnt how organisations operate. Since it was a branch office, I had to look after most of the jobs in the office. Handling of cash demanded being responsible. My manager greatly appreciated the way I handled all financial transactions.

Education:
· Bachelor of Arts
Honours(Political Science)

Dibrugarh University, Assam, India
· Higher Secondary(Arts)

Assam Higher Secondary Educational Council

Computer Courses:
· Diploma in Advance Computer Applications

· Perfect Accountant (Tally)

Skills:
Proficient in MS Word, MS Excel, PowerPoint, Photoshop, MS Access, Desk Top Publishing, 
Fluency in communication - Urdu and Hindi,
Communication in spoken English fairly good.
I hereby testify that all the above statements are true and correct to the best of my knowledge.

