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D.O.B. 
 

:  5TH MAY, 1983

Marital Satus


:  Married

CARRIER OBJECTIVE       : Keen to develop myself for competitive field and to
  



    work in a profession diversified field.

EDUCATION QUALIFICATION:

	Sr.

No.
	Standard
	Board/Uni.
	Year of Passing
	Class/Percentage

	1.
	S.S.C
	G.S.E.B.
	March - 1999
	First/75.00%

	2.
	H.S.C.
	G.S.E.B 
	March/April-2002
	First/62.33%

	3.
	F.Y.B.Com
	Saurashtra

University
	March - 2006
	Pass/46.00%

	4.
	S.Y.B.Com
	Saurashtra

University
	March-2007
	Pass/48.00%

	5
	T.Y.B.Com
	Saurashtra University
	March – 2010
	Pass/57.00%

	6
	M.B.A.

(Exetrnal)

(Operation Managemnt)
	ICFAI University
	March - 2013
	Passed 2 semister


COMPUTER EDUCATION    : 
· Computer course from NATION INSTITUTE OF   INFORMATION TECHNOLOGY ( NIIT ) , JAMNAGAR
· Tally accounting knowledge.
EXPERIENCE         :

I was working as a Technical Clerk in the central store of  Gulf Petrochemicals Services Pvt. Ltd., MUSCAT (OMAN) from September 2007 to September 2008.
· Preparing Good Receipt Voucher, Good Issue Voucher and Transfer Notes in the computer system.
· Verify all the documents  of whole department and forward them to the Head Office after the approval of department head.

· Other clerical work such as scrutinizing the price of the material and price confirmation with purchase department, etc…

From 10th June, 2010 till now, I am working as a Personal Assistant of Chief Executive Officer of G.H.G.Gosrani Commerce College -  Oshwal Eduacation Trust – Jamnagar.
· Assist in management of the college.
· Keep an eye on the smooth running of the organization and give the follow up of the activities to be carried out in the college campus

· Maintain the correspondence of the CEO.
LANGUAGES KNOWN       :         Hindi, English, Gujarati

SKILL SET                             :   Accuracy, high disciplined, confident to work in any 
 



      department of the organization with no time bar.
DECLARATION                  :       


I hereby declare that the above mentioned information is correct and true to the best of my knowledge.
