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To have a challenging position that will utilize my experience and unique abilities. A high-impact leadership position requiring creative and innovative approaches to problem solving, strategy development and fulfillment of my personal goals.

· Passed Matriculation from U.P Board in 2009.
· Passed Intermediate from U.P Boardin 2011.

· Passed Bachelor of Commerce (Honours) from Ranchi University in 2014.


· Diploma in Computerised Financial Accounting from APTECH in 2011.
· Cleared Foundation from Institute of Cost Accountant of India (ICAI) in 
December 2012.

· Diploma in Microsoft Office Applications.


· Employer Name
:
KOHINOOR STEEL (P) LTD,Jamshedpur.
Designation

:
Administrative Executive.
Period


:
04th June 2011 to till continue in service.

· Date of Birth

:
10th June 1995
· Religion

:
Islam

· Nationality

:
Indian
· Marital Status

:
Unmarried
· Language Known 
:
English, Hindi &Urdu 

· Provide administrative support to ensure that municipal operations are maintained in an effective, up to date and accurate manner
Main Activities:

· Type correspondence, reports and other documents

· Maintain office files

· Open and distribute the mail

· Take minutes at meetings

· Distribute minutes


· Coordinate repairs to office equipment
· Provide support to Council to ensure that Council is provided with the resources to make effective decisions.
Main Activities:

· Maintain confidential records and files

· Maintain records of decisions

· Arrange for payment of honorariums

· Research and assist with the preparation of motions, policies and procedures

· Review and edit reports to the Board

· Prepare correspondence for Board members

· Prepare documents and reports on the computer

· Schedule Board meetings

· Prepare agendas for Board meeting

· Prepare packages for Board meetings

· Attend board meetings

· Record minutes and submit minutes for approval
· Provide receptionist services.

Main Activities:

· Greet and assist visitors

· Answer phones

· Direct calls and respond to inquiries
· Perform other related duties as required

· Supervisors, Peers, or Subordinates
· Establishing and Maintaining Interpersonal Relationship
· Communicating with Persons outside Organization.

· Knowledge:
· Knowledge of office administration and bookkeeping procedures.

· Knowledge of council and committee systems.

· Ability to maintain a high level of accuracy confidentiality concerning financial and employee files.
· Skills:
· Excellent interpersonal skills

· Team building skills

· Analytical and problem solvingskills

· Decision making skills

· Effective verbal and listeningcommunications skills

· Attention to detail and high levelof accuracy

· Very effective organizationalskills

· Effective written communicationsskills

· Computer skills including theability to operate spreadsheet andword Processing programs

· Stress management skills

· Time management skills

· Ability to speak the locallanguage.
· Personal Attributes:
· be honest and trustworthy

· be respectful

· possess cultural awareness and sensitivity

· be flexible

· demonstrate sound work ethics
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OBJECTIVES: - 





Educational Qualification: - 





Professional Qualification: - 





Working Experience: - 





Personal Information: - 








Responsibilities will include: -








Communications and Working Relationships: -


: - 








Knowledge, Skills and Abilities: - 
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