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Date of Birth
:
April 7, 1981
Nationality
:
Indian

Marital Status
:
Married
Working Department
:
Police Department

Profession
:
Executive Assistant

Languages Known
:
English, Urdu, Hindi & Telugu
EDUCATIONAL QUALIFICATION:
· Bachelor of Arts  from Kakatiya University, Warangal, Andhra Pradesh, India.
CERTIFIED TRAINING PROGRAMMES:
· MS Office
· Typewriting Lower & Higher [English]
· Departmental Training Programmes

WORK EXPERIENCE:   
· Working as an Executive Assistant in Police Department since 6th May, 2002 for more than 13 years  in the Government Office of Telangana having over all employees not limited to a total of four thousand members looking after their Administration, Pay (Accounts Department), Budget expenditure and Stores Management etc. 
· The duties and responsibilities  are not limited to the following:
· Reporting to, and working to the instructions of the Office SubOrdinate.
· Responsible for maintaining Office Correspondence, files & folders and storing them electronically through Computers.
· Coordinating with Establishment Section in recruitment and selection of new employees.

· Coordinating with Pay work in preparing monthly salaries of all the employees.
· Preparing the budget expenditure report for the upcoming year.
· Responsible for preparing expenditure reports for the previous year.

· Working with MS Office Application software for Office purpose  and preparing office related general purpose data in excel sheets etc.
· Responsible for management of stores & materials supplies by keeping account of Office commodities.

·  Responsible for purchase of Office materials and Commodities after the sanction of Office SubOrdinate.
· Responsible in allotment of Office materials to the employees as per their material order requests.

· Responsible in conduct of periodic meetings between different sections for smooth functioning of department and recording the minutes of the meetings.
· Keeping track record of Office daily activities and updating the same to the Office SubOrdinate.
· Coordinating with Budget work in implementing welfare schemes of the employees.
· Responsible for internal & external Office Correspondences.
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