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 Nisha 






CAREER OBJECTIVE

Looking forward to a career option wherein I can prove myself with hard work, with my knowledge and experience. A self-starter with the ability to manage and achieve success in a demanding environment.
CORE COMPETENCIES

· Office Administration
  








· Records Management

· Coordination      

Academic Qualification


Exam




Board/University

               %       Year

M.Sc. Botany



APS University REWA (MP)

63%
2013
B.Sc.




APS University REWA (MP)

67%
2011
Senior Secondary


MP Board Bhopal


60%
2008   

Higher Secondary


MP Board Bhopal


58%
2005
Technical Qualification

PGDCA from Makhanlal Chaturvedi University Bhopal MP in 2012 with 64 %.
PROJECTS HANDLED IN BSc.
· Internship program on Bio-fertilizer in forest department Rewa during BSc. final year. 









PROFESSIONAL EXPERIENCE

CURRENT EMPLOYEE
:                (India)
Duration

:  
   July-2013 to Aug 2015.
Designation

: 
   Admin Assistant
CURRENT JOB PROFILE

· Primary function consist in providing administrative support to the department.
· Answer the phones and transfer to the appropriate staff members.
· Set up and maintain files.
· Fax, scan and copy documents.
· Co-ordinate conference and meeting rooms.
· Monitor incoming emails and answer or forward as required.
· Maintain and record expense reports, tour reports, and visit reports of the sales team.

· Keeping track of booked orders, deliveries on time.

· Co-ordinate and organize appointments and meetings.
· Maintain the good relationship with all the departments to solve the problems in the organization. 

· Provide back-up support of operation with miscellaneous administrative duties. 
· Update and maintain databases such as mailing lists, contact lists and client information.
TECHNICAL EXPOSURE

Operating Systems

 :
Windows XP, VISTA, WINDOWS7
Electronic Spreadsheet
 :
MS Excel
Presentation Graphics

 :
MS PowerPoint
Word Processor

 :
MS Word, Scanning
Tally 



 :
Tally 9.0,7.2

Internet 


 :
Internet Browsing, E-Mail, Microsoft            






Outlook.
PERSONAL/SKILL STRENGTH
· Fast learner
· Adaptive to any climate, culture and situation
PERSONAL DETAILS

Name 



:

Nisha
Date of Birth 


: 

08-Jan-1989
Nationality


: 

Indian
Languages known

: 

Hindi, English
Sex



:

Female
Visa Status


:

Husband Visa       
Declaration:

I hereby declare that information furnished above is true to best of my knowledge.

Place:   






                                                     


Date:  









(Nisha)
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