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CURRICULUM VITAE
CAREER OBJECTIVES 
To achieve challenging career this will provide professional growth, some of my inherent characteristics being hardworking, dedicated, good interpersonal skills combined with ability to work in a team quick adjustment to the new and work.
PERSONAL DETAILS
	
	

	DATE OF BIRTH
	17-11-1975

	GENDER
	MALE

	
	

	RELIGION
	CHRISTIAN

	NATIONALITY
	INDIAN

	MARITIAL STATUS
	MARRIED

	QUALIFICATION
	B.COM PGDCA

	LANGUAGES KNOWN

	ENGLISH. KANNADA, HINDI, 



   JOB EXPERIENCE: 15 YEARS WORKING EXPERIENCE
	DESIGNATION
	FROM
	TO
	INSTITUTIONS

	CLERICAL & COMPUTER INSTRUCTOR
	2001 
	2004
	MAHATMA GANDHI SCHOOL WADI

	ADMINISTATOR
	2005
	2006
	SRN MEHTA SCHOOL GULBARGA

	COMPUTER INSTRUCTOR 
	2006 
	2007
	THE NOBLE HIGH SCHOOL VASANT NAGAR GULBARGA THROUGH  NCEC INSTITUTE

	CLERICAL
	2007
	 2011
	THE NOBLE HIGH SCHOOL VASANT NAGAR GULBARGA

	ADMIN INCHARGE
	2011
	2015
	SRN MEHTA SCHOOL GULBARGA

	ADMIN IN CHARGE
	2015
	TO TILL DATE
	HUSSAIN PUBLIC SCHOOL

GULBARGA


ACADEMIC QUALIFICATION 
	COURSE
	INSTITUTE

	I  TO VII
	St. Joseph’s Convent School Gulbarga 



	VIII TO  X 
	Vijaya Vidhalaya High School Gulbarga



	PUC I & II year
	Vijaya Vidhalaya PU College Gulbarga



	B.Com
	Vijaya Vidhalaya Degree College Gulbarga



	PGDCA
	Dharam Singh College,Gulbarga
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Govt work, like Permission, Renewals and any type of Correspondence work of the Department can be handled.


SSLC Enrolment for board i.e. preparing Nominal Roll, OMR sheets, Hall tickets. Verifying checklist. Ordering preparatory question papers.


Working on the on line software of Govt. like child ID Number every year 


Correspondences work like reply all the official letters through the permission of authorized person.


Writing of the Admission register Pre-Primary, Primary & High School.


Scanning of all the documents of student & employee Profile.


Working for fees collection on software & manual.


Working regarding PF, ESI remitting and withdrawal.


 Working for issue of Transfer Certificate, study certificate, character certificate and duplicate transfer certificate.


Preparing ID Card of the students through software.


Employee Payment through the payroll software is done.





Team Worker


Respectful to all levels of staff.


Ambitious and visionary


 hard worker, quick learner 


Jovial friendly and humorous.


Gentle and compassionate with clients.


Family and faith based values.








