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	Date of birth : 02 July 1990


	
	

	

	Profile

Objective

To pursue a challenging career and be a part of progressive organization that gives scope to enhance my knowledge, skills and reach pinnacle in this field with sheer determination, dedication and hard work. I am seeking a position within the Information Technology department. For me, excellence is a way of life. If I have good professional who can hire a difference with my knowledge, expertise and commitment, who invite me to become a part of the growing and ambitious the company.
 Availability

Within 1 month notice Period


	Key Skills

Proficient or familiar with a, concepts and technologies, including:
Operating System

Office Application

Image Editing

Databases

Web Designing Tools

· Windows 98
· Windows 2000
· Windows XP
· Windows Vista
· Windows7
· Windows8
· MS Office 2003, 

· MS Office 2007

· MS Office 2010
· MS Office 2013
· Star Office
· Adobe Photoshop

· Ulead Photo Impact 8.0 10.0

· MS Access

· Oracle 9.0

· Fox Pro

· MS Frontpage

· Macromedia Dreamweaver
· SwishMAX, 
· Swish Video,
· MS FrontPage,
· MS Publisher 2003 & 2007, 2010


	Office Skills
· Office Management

· Records Management 

· Database Administration

· Spreadsheets/Reports/Charts
· Event Management

· Calendaring

· Front-Desk Reception
· Scanning operation 
· Travel Coordination

· Telephonic Support

· Executive Support
Education

2009 to 2012
2007 to 2009
Bachelor of Commerce (B.com.)- “Gujarat University”
Shree.V.M.Parekh Commerce College, Kapadwanj, Dist- Kheda Gujarat with (50%) INDIA
Primary Teacher (PTC)- State Gujarat, Ghandhinagar (83.40%)
Shree Ram Adhyapan Mandir ,Moti Pavthi , Ghandhinagar. INDIA
2005 to 2007
12th ( 10+2 Higher Secondary School Certification Exam)
Govt. M.P.High School, Kapadwanj, Dist- Kheda Gujarat. with (74.14%) INDIA
2004 to 2005
10th ( High School Certification Exam)
Govt. Aadarsh Madhamik School, Kapadwanj, Dist- Kheda Gujarat with (51.71%) INDIA



	Work Experience


	ShreejiSystems,2560,Pada Pole,Dholikui,Opp.A.C.Hospital,Kapadwanj-387620 INDIA
Part-time job

Sr. Faculty (DOS, Windows, MS-Office-3,7,10, Page Maker, Photoshop scanning Operator )   
2009-2011
Mamlatdar Office,Revenue Department,Thasra Government of Gujarat .Dist.Kheda INDIA
Full-time job

Sr. Faculty (DOS, Windows, MS-Office-3,7,10,  Photoshop,Networking Scanning Operator)
2010-2012
District Health Society, Kheda District Panchayat,Nadiad Government of Gujarat INDIA
Full Time Job
Sr. Arc Assistant

2nd, Sep 2013 to 2nd, Jan 2014

· Monitoring of the ASHA Status and maintenance of ASHA Data base of district.

· Coordination with district field level staff

· Compilation of various reports related to ASHA 

· Prepare feedback reports/queries on the reports received from the District, State level and other partner agencies

· Prepare Maps/Power Point Presentation as required by authorities

· Assist the Programme Officer/Coordinator in all the matters relating to monitoring & evaluation of ASHA Resource Centre / RCH-II/NRHM Programme

· Ensure Proper up keeping and maintenance of computers and other peripherals

· Handle Primary issues related to MIS and computers

· Assist in preparation of reports and budget documents related to programme

· To feed collected data in reporting software, compile, analyze and present this to respective Programme Officer / DPC.

· I am done all documents scanned Experience.
IDSP ( Integrated Disease Surveillance Program) Dist-Kheda, Nadiad (Guj.) Government of Gujarat INDIA
Full Time Job
Programme Assistant

3rd, Jan 2014 to 30th, Nov 2014
· To assist State Surveillance Officer/District Surveillance Officer and Other officials in carrying out the activities performed by Data Manager.

· Uploading/Updating of information in MIS of Integrated Disease Surveillance Project and Portal.

· Compilation of reports required under the project.

· Operation of EDUSAT/VPN Network for vidio conferencing & Data Transference.

· Regular weekly/bi-weekly updating of 1075 connectivity in state/Districts.

· Assist Data Manager in Compiling Periodic and Annual Report.
· Supervise Functioning of MIS unit of Integrated Disease Surveillance Project

· functioning of Data Entry Operators

· Organize information received from District Surveillance Units

· Preparation of Reports required under the Project.
· All documents scanned Experience.
· Organize maintenance of IT Hardware( EduSAT), software and WAN.



	

	

	Current Working
	

	DUBAI LIBRARY DISTRIBUTER, DUBAI U.A.E.
	         Full Time Job

	COMPUTER SECTION INCHARGE
	3rd,Dec 2014 to Continue.2016


· Detail-oriented and organized Data extensively trained in spreadsheets, transcription, word processing. Over 6 years experience managing multiple data project at once. Transcription expert focused on delivering high quality result in timely manner.
·  Enter customer order, vendor receipts and invoices into offline system. Compile statistics Reports on payment, order and outstanding invoices. Transcribe phone messages for owner and manage email communications. Finally, Assist owner in streamlining system to facilitate growth into business.
HIGHLIGHTS :-   Report generation, Filing system, Document Management, Data archiving, Statistics, 
                             Time management, Confidential Information,   Meticulous attention of details, printing,                               
                             Networking face problem, proficiency with keys like cashier, Result oriented.
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Date of Birth
: 
02-July-1990
Gender
:
Male
Home Town
:
 Kapadwanj
Marital Status 
:
 Unmarried

Hobbies
:
 Graphics Collection, Internet, Reading, Listening Different Types music
Language Known
: 
 Gujarati, Arbic, Hindi and English

Typing Known
:
 Gujarati , English

Declaration
I declare that all the information furnished above is true to the best of my knowledge.

