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Career Objective:

· To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organization goals.
Educational qualification: 

· Have done M.Sc (I.T) from Punjab Technical University, Jalandhar.
· Have done B.Sc (Computer Science) from Punjab University, Chandigarh.

· Have done Senior Secondary from Central Board of Secondary Education , New Delhi

· Have done Matriculation from Central Board of Secondary Education Board, New Delhi
Technical Qualifications:

· Good Knowledge of Computer Basics (M.S. office, M.S. excel etc.)
· Good knowledge of internet.

· Good knowledge of hardware and software.
Work Experience:

· Worked as an I.T. Assistant cum Office Admin with Chief Secretary of Punjab in Punjab Civil Secretariat for Six months i.e. June 2010 to November 2010.

· Worked as an I.T. Assistant cum Office Admin with Hon'ble Food Civil Supply, Consumer Affair, Food Processing& I.T. Minister, Punjab in Punjab Civil Secretariat from November 2010 till date

Job Duties:

· Managing appointments and engagements of Hon’ble Minister.

· Monitor Printer,Scanners and Fax machines so that they can work properly and getting regular maintenance.

· MS Word, MS Excel, Acrobat Reader and other basic Computer related skills

· Provide user level technical support for end users, computers, printers, etc.

· Assist with data storage architecture.

· Assist with system developments.

· Perform other duties as needed.

· Experience with MS office products.

· Assist with end user system updates and monitoring including:  Spyware removal and testing, Virus checking, backup of data files etc.

· Managing Presentations of Hon’ble Minister.

· Managing day to day operations of the office.

· Organizing and maintaining files and appointments.

· Planning and scheduling meetings and appointments.  

Personal information:

· Marital status

:

Single

· Nationality


:

Indian

· D.O.B.


:

16-08-1986

Hobbies:

· Love to play and Watch Football, Listening Music

