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	Objective: 


· Ability to work in challenging work atmosphere, willingness to learn all the aspects of the organization as a responsible team player to achieve the motivated goal of the organization.
	Educational Qualification:



Academic
· 2016 – MBA (Marketing Management) from Crescent Institute of Management, Barkatullah University Bhopal. 

· 2010 – B.Com in Computers from Saifia College of Arts and Commerce, Barkatullah University Bhopal. 

	Work Experience:


· SPECTRUM Institute IIT-JEE, Bhopal 10 August 2010 to 30 January 2016. Working as an Administrative Executive. SPECTRUM Institute instigated to perform various competitive exams (JEE, KVPY, NTSE, NSTSE) 
Job Responsibilities
· Manage and control R&D department. Checking sheets, Study material on Computer applications like Page maker, Corel Draw, Microsoft office.

· Assist with all other office administrative duties

· Scheduling appointments and assisting students with registration and finding information.

· All Periodic Test Coordination with Student.
· Ensuring that examination papers are drafted within the appropriate timescales.

· Dealing with Clients.

· Assisting with marketing activities. 
· Roshan Akauntax 2008 – 2009 worked as an Administration Executive. 

Job Responsibilities
· Prepare individual income tax returns for filing ITR4
· Meeting clients and coordinate with tax consultant.
· Maintain client tax files with contracts, notes and other documents.
· Swami Vivekananda College 2007 worked in Administration Assistant.

Job Responsibilities
· Assist in processing student enrollments and other student documentation.

· Updating,  processing and filing of all documents
· Organized meetings of local secretarial

	IT Skills: 


· Basic knowledge of MS Word, Excel 

· PageMaker
· Corel Draw 
· Math type
· Tally - ERP 9
	Key Skills: 


· Report & Document

· Leadership

· Office Management

· Records Management

· Good communicator

· Customer service
	Personal Profile: 


Date of Birth

:

09th September 1988

Marital Status
:
:

Single

Languages Known
:

English, Hindi & Urdu.

Nationality

:

Indian
