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To join an organization that gives me an opportunity to stage my skills and also helps me gain practical exposure in business sector. I consider myself as an energetic, focused individual, with academically proven technical ability. I possess excellent communication skills and have experience of working within a team; therefore I believe I can be a valuable asset to employer. I have a varied educational and work background and valuable skills from my education and work experience, hence the ability to work effectively with colleagues and customers. I have the commitment to excel myself individually as well as within a team environment. I adopt a professional and mature approach to my work, have a good sense of humour and relate extremely well with all people with different abilities. I enjoy motivating myself so that I can maintain high achievement. I would like to gain further experience and extend my knowledge. Regarding, on my experience that I have already obtain now I intending to move forward in to IT industry.
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Graduate Diploma in Administrative Management  
Cromwell College of IT & Management (London UK)



Higher National Diploma 

CMI Level 5 Diploma in Management and Leadership (London UK)





Diploma in Certificate 








AABPS Level 4 Diploma in Business Management Studies (London UK)











Higher Secondary School 
  Board of Intermediate Education, Andhra Pradesh, India 







Secondary School Certificate 
  Board of Secondary Education, Andhra Pradesh, India
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Level 1 Award in IT User Skills 
Oxford, Cambridge and RSA Examinations








Level 2 Certificate in International English for Speakers of Other Languages (IESOL) 
Awarded from City & Guilds



















UK School of Business | United Kingdom Jan 2012 – Nov 2013
Administrator Coordinator
A Higher Educational Institution of management studies, based in London United Kingdom.
· Analyze the applications of prospective students based on standard admission policies.
· Interview students to understand their objectives and background.

· Provide clarifications to student’s queries in a professional manner.
· Advice students about the programs offered, admission procedure, eligibility and costs involved.
· Provide assistance with recruitment activities, student interviews, admission publications, and information sessions.
· Provide assistance to the students to complete the enrolment forms.
· Develop innovative communication strategies, recruitment strategies and enrolment plans in coordination with senior management to attract and enrol more students.
· Participate in all recruitment events, open houses, school fairs, information sessions, exhibitions, school visits and off-campus events.
· Provide support to the Senior Admission Counsellor when needed.
Mee Seva Centre | India 2007 – 2010 

Team Member 

A Government Online Portal has been designed to deliver related services to citizens.
·  Deal directly with customers either by telephone, electronically or face to face.
·  Manage administration. 

·  Process orders, forms, applications and requests.
·  Provide pricing and delivery information. 

·  Provide feedback on the efficiency of the customer service process. 

·  Communicate and coordinate with internal departments.
·  Manage customers' accounts. 




· Date of Birth

:    23-07-1984

· Nationality

:    Indian

· Linguistic Skills

:    English – Urdu – Hindi – Telugu
In my spare time, I enjoy reading technical magazines and books, surf on Internet, spend good time on BBC latest updates, and go out with family and friends to socialise. 



























CAREER GOAL





EDUCATION





TECHINICAL QUALIFICATION





CORE SKILLS





Able to setup new computers system including cabling and   software installation.


Able to use various MS office tools.


MS office suite: Word, Excel, PowerPoint.  


Dependable team player but able to work with minimum supervision when required.


Flexible, Dedicated and Honest approach towards work. 


Strong Organizational, administrative and analytical skills. 


Excellent spelling, proofreading and computer skills. 


Ability to maintain confidentially. 











Excellent working knowledge of all Microsoft Office packages. 


Ability to produce consistently accurate work even whilst under pressure. 


Ability to multi task and manage conflicting demands. 


Ability to shift direction in response to changing work situations.


Can handle confidential and sensitive information with discretion.


Excellent project and time management skills.


Can create effective administrative systems from scratch.


Maintaining accurate administrative records. Reacting to problems quickly








WORK EXPEREINCE





AREAS OF EXPERTISE














Office duties 


Data input


Problem solving 


Maintaining records


IT skills 


Payroll











Office Management 


Administrative Support 


Minute taking 


Diary Management


Administration














PERSONAL DETAILS


















































































