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PAWAN 
Mobile: Whatsapp +971504753686 / +919979971283
pawan.329909@2freemail.com 
ASSISTANT MANAGER
I am dedicated & responsible Assistant Manager with more than 9 years of experience in a Private University. Educated and energetic professional recognized as a quick learner with exceptional computer skills and the unique ability to manage multiple tasks in a stressful environment. Good understanding of modern tools of Word processing, Excel spreadsheet, Powerpoint presentation, Access Database, Internet Search Engines, Internet Browser, Software Installations, Computer Troubleshooting, Independent Compliance with different external as well as internal authorities through phone/ Email, use of Fax Machine/Photocopier Machine/Scanner/ PC/Printer etc. etc. I have a passion for serving customers/ stakeholder, good oral and written communication skills, teamwork and good computer skills. I am seeking a challenging position, using current skills and abilities, with the opportunity for professional growth.
PROFESSIONAL EXPERIENCE
Total 15 years 
(a)
At O.P. Jindal Global University: 

Assistant Manager to Registrar in O.P. Jindal Global University Sonipat since May 18, 2015 till date 

ORGANIZATION PROFILE: O.P. Jindal Global University was founded in 2010, to promote excellence in Law and Management education by Om Prakash Jindal Gramin Jankalyan Sansthan (Sponsoring Society of O.P. Jindal Global University), registered under the Registration of Societies Act of 1860. 

The University was conceived in response to the acute deficiency of centers of higher learning in the country as also, the need to develop relevant human capital to meet the Technology and Management challenges of the 21st century.

The University is multi-disciplinary University, being running UG, PG & Doctoral level Law, Management, International Affairs, Liberal Arts & Humanities courses. The University is constituted vide Haryana Private Universities Act 32 of 2006 and Haryana Private University (Second Amendment) Act of 2009.

JOB RESPONSIBILITIES: 
Please refer APPENDIX – A

(b)
At ITM University (Formerly Institute of Technology & Management): At different capacity/ Designations.

Senior Executive Assistant/ Executive Assistant to Governing Body/ Vice-Chancellor/ Registrar cum Head of Department (Secretarial Services) in ITM University Gurgaon since April 1, 2011, till May 15, 2015 
Stenographer cum Personal Assistant to Governing Body/ Vice-Chancellor/ Registrar in ITM University Gurgaon since January 1, 2010, till March 31, 2010 
Stenographer cum Personal Assistant to Principal/ Vice Principal/ Governing Body in Institute of Technology & Management (ITM), Gurgaon since March 9, 2007, till December 31, 2009 

ORGANIZATION PROFILE: ITM University (formerly Institute of Technology and Management – Autonomous Institute) was founded in June 1996, to promote excellence in Technical and Management education by Educate India Society (Sponsoring Society of ITM University), registered under the Registration of Societies Act of 1860. 

The University was conceived in response to the acute deficiency of centers of higher learning in the country as also, the need to develop relevant human capital to meet the Technology and Management challenges of the 21st century.

The University is multidisciplinary University, being running UG, PG & Doctoral level Engineering & Technology, Management and Law courses. The University is constituted vide Haryana Private Universities Act 32 of 2006 and Haryana Private University Act (Third Amendment) 26 of 2009.

JOB RESPONSIBILITIES: 
Please refer APPENDIX – B
(c)
Computer Operator/ Data Entry Operator/ Office Assistant in Service Tax, Gurgaon Division under the contract of ETHICAL DATA PROCESSING & IT SOLUTIONS since April 1, 2005, till March 9, 2007 

ORGANIZATION PROFILE: Ethical Data Processing & IT Solutions located at Gurgaon is a proprietorship firm basically works as a workforce contractor, who takes the Government Contracts of Central Excise, Service Tax, Income Tax etc. for Data Entry Work. 

This firm recruit their manpower in the aforesaid Government organization for the purpose of computerization of their records related to the RC form, Yearly/Quarterly/Half yearly/ Monthly returns, PLA, RG 23A form, ST-1 Form, ST-2 Forms, ST-3 Forms, Challans etc. for the purpose of prepare the monthly position of revenue collected.

JOB RESPONSIBILITIES:
Please refer APPENDIX - C
(d)
Computer Operator/ Data Entry Operator/ Office Assistant in Service Tax, Gurgaon Division under the contract of SVRAJ SOFTWARE since April 1, 2002 till March 31, 2005.
Computer Operator/ Data Entry Operator/ Office Assistant in Central Excise Division, Gurgaon under the contract of SVRAJ SOFTWARE since January 20, 2000, till March 31, 2001
ORGANIZATION PROFILE: Svraj Software, located at Near GTB Hospital, GTB Enclave, Dilshad Garden, New Delhi is a proprietorship firm basically works as a workforce contractor, who takes the Government Contracts of Central Excise, Service Tax, Income Tax etc. for Data Entry Work. 

This firm recruit their manpower in the aforesaid Government organization for the purpose of computerization of their records related to the RC form, Yearly/Quarterly/Half yearly/ Monthly returns, PLA, RG 23A form, ST-1 Form, ST-2 Forms, ST-3 Forms, Challans etc. for the purpose of prepare the monthly position of revenue collected.

JOB RESPONSIBILITIES: 
Please refer APPENDIX - D
Achievements:

· On 30th September 2016, got Certificate of Excellence for contribution towards Administration and Institution Building in O.P. Jindal Global University.

· The Registrar appreciated my dedication, efficiency, sincerity, quick learning and report compilation skills during appraisals in 2010, 2011, 2012, 2013 & 2014.

· Recognized my good yearly performance and rewarded on 2nd February 2011.

· The Registrar gives Appreciation Letter on 31st August 2009 for my efforts and dedication shown during timely submission of AICTE Compliance Report.

JOB OBJECTIVE:

To utilize and expand my managerial capabilities with the organization, move with the changing technology and accept new challenges in my work sphere achieve recognition, self-satisfaction through meeting the objectives & goals of the organization and grow with the growth of the organization.

ACADEMIC & PROFESSIONAL QUALIFICATION:

I have passed MBA (HR) from Maharshi Dayanand University, Rohtak (Haryana) in the year 2010. (66.36%) 
· I have passed DOEACC – A Level Advanced Diploma (Recognized vide Govt. of India Notification 43 dated 01/03/1995 as amended vide Notification 49 dated 10/04/1996) from DOEACC Society (An Autonomous Body of Department of Information Technology, Ministry of Communications & Information Technology, Government of India for accreditation of Computer Courses under the AICTE – DIT Scheme), Lodhi Road, New Delhi in the year 2005. (C Grade) (
I have passed Bachelor of Arts from Maharshi Dayanand University, Rohtak (Haryana) in the year 2001 (54.25%) (
· I have passed 10+2 (in commerce stream) from Haryana Board of Secondary Education (HBSE), Bhiwani (Haryana) in the year 1998 (55%) (
· I have passed 10th from Haryana Board of Secondary Education (HBSE), Bhiwani (Haryana) in the year 1996 (51.10%) 
OTHER QUALIFICATION (SHORT TERM ONLINE COURSES):

I has been completed following online courses at Coursera, an educational technology company offering Massive Open Online Courses (MOOCs):

· Six weeks online course of ‘Critical Perspectives on Management’ offered by IE Business School, on 27th March 2014.

· Six weeks online course of ‘Developing Innovative Ideas for New Companies: The First Step in Entrepreneurship’ offered by The University of Maryland, College Park, on 23rd April 2014. 
· Four weeks online course of ‘Data Scientist’s Toolbox’ offered by Johns Hopkins University, on 18th June 2014.
· Six weeks online course of ‘On Strategy : What Managers can learn from Great Philosophers’ offered by Ecole Centrale Paris (Leader, Entrepreneur, Innovator), on 7th July 2014.
· Six weeks online course of ‘Enhance Your Career and Employability Skills’ offered by Careers Group, University of London, on 4th August 2014.
· Ten weeks online course of ‘Internet History, Security & Technology’ offered by University of Michigan, School of Information, on 1st September 2014.
· Four weeks online course of ‘R Programming’ offered by Johns Hopkins University, on 16th September 2014.
· Eight weeks online course of ‘An Introduction to Interactive Programming in Phyton’ offered by Rice University, on 22nd November 2014.
· Five weeks online course of ‘Managing Your Time, Money & Career: MBA Insight’ offered by University of California, Irvine, on 15th December 2014.
· Twelve weeks online course of ‘Social Entrepreneurship’ offered by Copenhagen Business School, on 24th December 2014.
PROFESSIONAL SKILLS:

· Heavy meeting/ appointment/ report calendar management.

· Minutes taking skills.

· Meeting/ conference room arrangement skill.

· Report compilation skill.

· Quick learner

· Multitasking. 

· Maintain high level of confidentiality.

· Ability to adopt all type of change in technology and work environment.

· File management skill.

· Document tracking skill.

· Letter/ Memo/ Email drafting skill.

· Independent correspondence skill.

· Heavy database management skill.

· Good memory.

· Team spirit.
· Travel arrangements.
· Ticket booking.

· Courier/ parcel tracking.

· Mail/ Dak filter. 

· Hotel booking.

· Computer keyboard skill.

· Shorthand skill.

· Empathy.

COMPUTER/ IT SKILLS:

I have more than TEN YEARS experience in APPLICATION SOFTWARES like:-

· MS Word.

· MS Excel

· MS PowerPoint.

· MS Access.
· MS Outlook Express.
I have also more than TEN YEARS experience of OPERATING SYSTEMS like:-
· WINDOWS 98, 2000, XP.

· WINDOWS SERVER 2000

· WINDOWS NT.

· MS-DOS.

I have knowledge of the following COMPUTER LANGUAGES:-
· C.

· C++.

· Data Structure through C++ 

· Foxpro.

· HTML.

· ASP (JAVASCRIPT).

I have also basic knowledge of COMPUTER HARDWARE covering:-
· Software Installation.

· Computer Assembling.

· Basic Networking.

· Basic Troubleshooting.

STRENGTHS:


Progressive, Positive Attitude, Punctuality, Sincerity, Commitment towards hard work, Confident, Enthusiastic, Disciplined, Quick learner, ability to adjust any type of working environment, to work efficiently in team, follow the important deadlines in terms of compliance/ works/ report, capability to produce time bound error free results, ability to work under pressure, consistently motivate my subordinates/ colleagues, quickly adopt the positive changes in my working as well as my responsibilities, cooperative, ever ready to take new assignments, able to handle multi-tasks, my Management/ Supervisors/ Senior’s faith on my efficiency & effectiveness, creating ideas respect for my organization’s rules & regulations and last but not least always trying to improve my working style with new experiments. 

WORKSHOPS/ STAFF DEVELOPMENT PROGRAMMES/ TRAINING  ATTENDED:


· Three days Outbound Team building training at Mohan Chatti (Camp Hideaway) organized by O.P. Jindal Global University for all staff members from 10th to 12th November 2016 which was conducted by Mr. Mukesh Gosain & Mr. Nitin from M/s Via.com. This training was mainly to train people about building a team, develop collegial relationship amongst peers and complete all task with the help of teamwork.

· Three days Outbound Team building training at Jayalgarh Campsite organized by O.P. Jindal Global University for all staff members from 6th to 8th November 2015 which was conducted by Mr. Avinash Hans & Mr. Chandradeep Negi from M/s Via.com. This training was mainly to train people about building a team and complete all task with the help of teamwork. 

· I participated in Staff Development Programme on ‘Networking & Security’ (one day workshop) held at ITM University, Sector – 23A, Gurgaon (Haryana) on 20th April 2013 conduct by Mr Vikas Kumar, Managing Director, Network Bulls, Sector – 14, Old DLF Colony, Gurgaon – 122 001 (www.networkbulls.com).

· I participated in Staff Development Programme on “Winning Ways” (two-day workshop) held at ITM University, Sector – 23A, Gurgaon (Haryana) in the month of March 2010 conduct by Mr. Sanjay Sahay, Principal Consultant, Creation – of – Future, 576, Sector – 28, Noida – 201301 (www.transformin.com). 
PERSONAL PROFILE:

Father’s Name
:

Sh. Bal Kishan

Date of Birth
:

July 18th 1979

Passport Number
:

L4634666

Gender
:

Male

Marital Status
:

Married 

Current CTC
:

` 8.53 Lakhs PA  
Salary CTC
:

Negotiable

Language Known
:

Hindi, English

Time needed to join


:

2 months
PERMANENT ADDRESS:


H. No 641, First Floor, Bhim Nagar, Near Indira Gandhi Public School, Gurgaon – 122 001, Haryana (India).

HOBBIES:

· Search on the internet regarding new things about troubleshooting computer faults, beautifying & improving PowerPoint presentations, new commands of word processing/ spreadsheet/ graphic designing/ database maintenance and MOOCs etc.

· Love to interact with different kind of people.

· Learn new things which helpful to increase my efficiency and effectiveness.

· Share good habits with my friends & colleagues circle.

· Enthusiasm to learn from my seniors/ supervisors/friends for improving my work life.

· Read good quotes related to success in life, encouragement and motivation etc.

· Encourage my junior to improvise their work standard and working style.
REFERENCE :


	PROF. (DR.) Y.S.R. MURTHY
REGISTRAR
O.P. Jindal Global University 

Sonipat – Narela Road

Near Jagdishpur Village
Sonipat – 131 001 (Hr.)
+91 130 3057881
+91 8930110705
ysrmurthy@jgu.edu.in  
	BRIG S.K. SHARMA (RETD)

PRO – VICE CHANCELLOR
ITM University 

Sector – 23A, Gurgaon

+91 124 2365811/12/13

+91 9811591003
sksharma@itmindia.edu  

	COL BIKRAM MOHANTY (RETD)

REGISTRAR

ITM University 

Sector – 23A, Gurgaon

+91 124 2365811/12/13

+91 9999069695

bikrammohanty@itmindia.edu
	MR. JOSEPH KUOK

SUPERINTENDENT 

(CUSTOM & CENTRAL EXCISE DEPARTMENT)
Ministry of Finance

Department of Revenue

B – 1/1030, Vasant Kunj

New Delhi – 110 070.

+91 9873188897

kuok2@yahoo.com


DATE
: 12th October 2016
PLACE
: Sonipat
(PAWAN KUMAR)
              
APPENDIX – A 

JOB RESPONSIBILITIES 

AT O.P. JINDAL GLOBAL UNIVERSITY, SONIPAT
ASSISTANT MANAGER – REGISTRAR’S OFFICE
· Checking emails of the Registrar, flagged urgent emails, which needs his immediate attention and informed him accordingly.
· Maintaining meeting/ appointment calendar of the Registrar and inform him well in advance (on daily basis) for the same.

· Drafting reply to various standard emails/ queries received from various stakeholders like Students/ Parents/ Government authorities and replied them after taking Registrar’s approval/ signature. 

· Entertain students/ parents, listen their queries and redirect them to the concerned person or first point contact to save the Registrar’s and student’s/ parent’s time. 

· Greet Registrar’s guests on behalf of him and also escort them to his office.

· After vetting the supporting papers of NFA/Cheques/PO/WO etc. Take Registrar’s signatures on these documents. 

· It’s my duty to deal with students, who wants the signature of Vice-Chancellor/Registrar on various documents like Provisional Degrees, Letter of Recommendation, Reference Letter, Scholarship Forms and Scholarship Form etc. etc. after verify these papers with original papers. 

· I also take dictations from the Registrar, typing correspondences, maintaining their appointments & engagements diary, receiving visitors, receiving and dispatching his mails and parcels. I maintain his files, records, movements and other registers manually as well as in the computer.

· I involved in managing the offices of Registrar of the university and assists them from time to time during the different occasion like preparation of compliance reports for different Government bodies like University Grants Commission (UGC) – New Delhi, Association of Commonwealth Universities (ACU) – UK, Government of Haryana, Bar Council of India (BCI) – New Delhi etc. 

· It’s my duty to making proper arrangements for the photocopies of various documents as and when the Registrar required, collates and staples the copies of these documents and also cooperates with other subordinates worked under my supervision. 

· It’s my duty to coordinate with the Registrar to prepare the presentation in PowerPoint (PPT) and also suggests them to make it attractive as and when they required. 

· I am responsible for making proper arrangements for meeting of different bodies like Governing Body/ Academic Council/ Board of Management/ Faculty Board / Joint Deans which includes booking meeting place, make arrangement of meeting, arrange the multiple copies of agenda, informed all external/internal members about the meeting, follow up them regarding their confirmation, remind them before the day of meeting, make proper arrangement of hospitality of all external/ internal members attending meeting from time to time, draft the minutes of meetings, take signature of the Member Secretary on the minutes, prepare multiple copies and dispatch or hand over to all external and internal members.

· It’s my duty to preparing as well as updating the important contact list of different Government Officer, other Indian/ foreign Universities, outside Experts, industries to whom the Universities have tied up and other important persons. I also involved in sending them greetings, calendars, diaries, newsletters, periodic magazines of the University. 

· It’s my duty to preparing the meeting calendar and scheduling of different type of appointments of the aforesaid Sr. Functionaries.  

· I am responsible for typing and distributing the Notices/ Inter-Office Memos/ Meeting Notices/ Minutes of Meetings etc. after taking signature(s) of the Competent/issuing Authority (ies).

· I am responsible for following up the System Administrator about the Notice/ Documents/ Brochure etc. to be uploaded on the University website and check the accuracy of the same and subsequently ask him if any discrepancy is found. 

· It’s my duty to providing necessary stationery like Paper rim, Pens, Pencils, Eraser, Folders, File covers, Printer’s Toner to aforesaid Sr. Functionary as and when they required. Also troubleshooting or making arrangement for that if their Laptop/Printer gives a problem.

· I also involved in search on the internet to find out the norms/changes in norms of government bodies related to Private University Compliance report, requirement of university regarding the Instructional/circular area, no. of faculty required etc. etc. subsequently make the summary sheet of the norms, compare with old norms and make summary sheet as and when required by the Registrar.

· Take printouts of TLFQ (Teaching Learning Feedback Questionnaire) of faculty members and send (Confidentially) them to the concerned Dean.
· It’s my responsibility to coordinating in making a spiral of different reports and checks the proper order and page numbering on every page of spiral thoroughly if needed.

· It’s my responsibilities to check all the inputs received from different departments for the purpose of compliance reports, periodical reports and parliament questions received from aforesaid Government Bodies.

· It’s is my important responsibility to typing the confidential documents/ emails of the Registrar and also keep them secret and never disclose it in front of any third party.

APPENDIX – B 

JOB RESPONSIBILITIES 

AT ITM UNIVERSITY, GURGAON

SENIOR EXECUTIVE ASSISTANT

· I was involved in managing the offices of Sr. functionary like Governing Body/ Vice-Chancellor/ Registrar of the university and assists them from time to time during the different occasion like preparation of compliance reports for different Government bodies like University Grants Commission (UGC) – New Delhi, All India Council for Technical Education (AICTE) – New Delhi, National Board of Accreditation (NBA) – New Delhi, Accreditation Service for International Colleges (ASIC) – UK, Association of Commonwealth Universities (ACU) – UK, Government of Haryana, Bar Council of India (BCI) – New Delhi etc. I also produced the report on the basis of data/ records received from various departments and arrange that raw data into the prescribed format and prepare the report of aforesaid Government Bodies/ Authorities. 

· Take dictations from all aforesaid Sr. Functionary, typing correspondences, maintaining their appointments & engagements diary, receiving visitors, receiving and dispatching their mails and parcels. I maintain their files, records, movements and other registers manually as well as in the computer.

· It was my duty to making proper arrangements for the photocopies of various documents as and when the aforesaid Sr. Functionary required, collates and staples the copies of these documents and also cooperates with other subordinates worked under my supervision. 

· It was my duty to coordinate with aforesaid Sr. Functionary to prepare the presentation in PowerPoint (PPT) and also suggests them to make it attractive as and when they required. 

· I was responsible for making proper arrangements for meeting of different bodies like Governing Body/ Academic Council/ Board of Management which includes booking meeting place, make arrangement of meeting, arrange the multiple copies of agenda, informed all external/internal members about the meeting, follow up them regarding confirm their present, remind them before the day of meeting, get approval of budget from the Governing Body, make proper arrangement of hospitality of all external/ internal members attending meeting from time to time, hand over honorarium/TA to all External Experts, draft the minutes of meetings, take signature of the Member Secretary on the minutes, prepare multiple copies and dispatch or hand over to all external and internal members.

· It was my duty to deal with students, who wants the signature of Vice-Chancellor/Registrar on various documents like Provisional Degrees, Letter of Recommendation, Reference Letter, Scholarship Forms, and Scholarship Form etc. etc. after verifying these papers with original papers. I also forward students applications, which comes through the respective HODs to the Vice-Chancellor/Registrar and also follow up on that applications. 

· It was my duty to preparing as well as updating the important contact list of different Government Officer, other Universities, outside Experts, industries to whom the Universities have tied up and other important persons. I was also involved in sending them greetings, calendars, diaries, newsletters, periodic magazines of the University. 

· It was my duty to designing/ formatting/ beautifying the different advertisements like Admissions/ Faculty & Other Staff Recruitment etc. and also sent the soft copy to the printer and follow them for layout design as well as printing.

· It was my duty to preparing the meeting calendar and scheduling of different type of appointments of the aforesaid Sr. Functionaries.  

· I was responsible for typing and distributing the Notices/ Inter-Office Memos/ Meeting Notices/ Minutes of Meetings etc. after taking signature(s) of the Competent/issuing Authority (ies).

· I was responsible for following up the System Administrator about the Notice/ Documents/ Brochure etc. to be uploaded on the University website and check the accuracy of the same and subsequently ask him if any discrepancy is found. 

· It was my duty to providing necessary stationery like Paper rim, Pens, Pencils, Eraser, Folders, File covers, Printer’s Toner to aforesaid Sr. Functionary as and when they required. Also, troubleshoot or making arrangement for that if their Laptop/Printer gives a problem.

· I was also had an additional charge of HOD of Secretarial Department of the University and guide my team members/ subordinates/ junior from time to time when they need. Also motivate all team members to do the quality work for the University, to be creative, try a new way to do the particular work.

· I was also involved in search on the internet to find out the norms/changes in norms of government bodies related to Private University Compliance report, requirement of university regarding the Instructional/circular area, no. of faculty required etc. etc. subsequently make the summary sheet of the norms, compare with old norms and make summary sheet as and when required by aforesaid Sr. Functionaries.

· I also was coordinated with HR department for receiving the resumes, preparing their database, categorizing the resume, sorting out the good resumes suitable for the post etc., also assisting him for beautifying different HR forms as and when required. 

· I was also involved in prepare summary sheet of students’ feedback of faculty members and tabulated them on spreadsheet and report it to HR Department, Registrar & Admin. Manager.

· It was my responsibility to coordinating in making a spiral of different reports and checks the proper order and page numbering on every page of spiral thoroughly if needed.

· It was my responsibilities to check all the inputs received from different departments for the purpose of compliance reports, periodical reports and parliament questions received from aforesaid Government Bodies.

· I was also checked email of the Vice Chancellor and informed him if any mail is most urgent. Also response the email with permission of the Vice Chancellor.  

· I was also leading a small eight-member Secretarial team consisting of two Junior Stenographers, three Executive Assistants, Two Office Assistant, and one Graphic Designer.

· It was my important responsibility to typing the confidential documents of aforesaid Sr. Functionary and also keep them secret and never disclose it in front of any third party.

APPENDIX – C
JOB RESPONSIBILITIES 

AT ETHICAL DATA PROCESSING & IT SOLUTIONS

OFFICE ASSISTANT

· I was involved in all type of data entry work of all types of ST-1, ST – 2, ST – 3 Forms received from the different ranges of the Service Tax.

· It was my duty to check the documents submitted by the different parties for the purpose of taking Service Tax Registration Certificate (RC) namely Form ST – 2, which attached with Form ST – 1 and also check the information filled in the Form ST – 1.

· After verify the aforesaid information, feed these information in the appropriate online software namely SAPS and   generate the Service Tax Registration Certificate and after taking the signature of the appropriate authority, called Superintendent of the Range, hand over/ post to the concerned party/person and in case of handover, take the receipt of the concerned person on the photocopy and file the office copy in the file for future references.

· It was my duty to receive the quarterly/half yearly return form bearing no. ST – 3, along with the Service Tax Challan (TR – 6) and check the information filled on that form and provide the receipt to the party and keep the original in triplicate with me for the purpose of feeding it into the offline computer software STREAMS. 

· I was also involved in the work of feeding the aforesaid ST – 3 returns on the computer along with the Service Tax Challans (TR – 6) for the purpose of generating the Annual/ Half Yearly/ Quarterly/ Monthly reports.

· It was my duty to receive the copy of TR – 6 Challan from the different banks via their messenger and feed it to the computer for the purpose of generating monthly reports, as the parties submit their Challans and returns on Quarterly basis only.

· It was my duty to download the new notifications/ circulars from the Service Tax website and also file it for further reference and applicability.

· It was my duty to draft the minutes of the meetings as called by the Assistant Commissioner, Service Tax, Gurgaon.

· It was my duty to draft the letter to be sent different higher authorities of Service Tax Headquarter located in I.P. Estate, New Delhi.

· It was my duty to type the different office orders/memo/ reports/ cases/ summons and give to the respective Superintendent/Inspector of the range.

· It was my duty to receive the copy of the report format/ Parliament question and fetch the records from the data as feeds in the computer and generate the report in the format, as prescribed by the higher authority(ies).

· It was my duty to take the backup of all ST-3, RG-23A, TR-6 data (entered in computers/server) on a weekly basis and also mail that data to the National Information Centre (NIC) for their checking.

· I also involved in the process of check the computer maintenance and also check the computer connection with the server.

· I also involved in the space management of the data and check the purity of data from time to time.

· It was my duty to take dictation from the Assistant/Deputy Commissioner and typed it.

APPENDIX – D
JOB RESPONSIBILITIES 

AT SVRAJ SOFTWARE
COMPUTER OPERATOR CUM DATA ENTRY OPERATOR
· I was involved in all type of data entry work of all types of ST-1, ST – 2, ST – 3 Forms received from the different ranges of the Service Tax and all type of RT – 12, PLA, RG – 23A, RG – 23C form etc.

· It was my duty to check the documents submitted by the different parties for the purpose of taking Service Tax Registration Certificate (RC) namely Form ST – 2, which attached with Form ST – 1 and also check the information filled in the Form ST – 1.

· After verify the aforesaid information, feed these information in the appropriate online software namely SACER/SAPS and   generate the Service Tax Registration Certificate and after taking the signature of the appropriate authority, called Superintendent of the Range, hand over/ post to the concerned party/person and in case of handover, take the receipt of the concerned person on the photocopy and file the office copy in the file for future references.

· It was my duty to receive the quarterly/half yearly return form bearing no. ST – 3, along with the Service Tax Challan (TR – 6) and check the information filled on that form and provide the receipt to the party and keep the original in triplicate with me for the purpose of feeding it into the offline computer software STREAMS/ SACER. 

· I was also involved in the work of feeding the aforesaid ST – 3 returns on the computer along with the Service Tax Challans (TR – 6) for the purpose of generating the Annual/ Half Yearly/ Quarterly/ Monthly reports.

· It was my duty to receive the copy of TR – 6 Challan from the different banks via their messenger and feed it to the computer for the purpose of generating monthly reports, as the parties submit their Challans and returns on Quarterly basis only.

· It was my duty to download the new notifications/ circulars from the Service Tax website and also file it for further reference and applicability.

· It was my duty to draft the minutes of the meetings as called by the Assistant Commissioner, Service Tax, Gurgaon.

· It was my duty to draft the letter to be sent different higher authorities of Service Tax Headquarter located in I.P. Estate, New Delhi.

· It was my duty to type the different office orders/ memo/ reports/ cases and give to the respective Superintendent/ Inspector of the range.

· It was my duty to receive the copy of the report format/ Parliament question and fetch the records from the data as feeds in the computer and generate the report in the format, as prescribed by the higher authority(ies).

· It was my duty to download the annual budget from the website and give to the respective Additional/Joint/Deputy/Assistant Commissioner of the Division.

· It was my duty to take the backup of all ST-12, RG-23A, RG-23C, ST-1, ST-3, TR-6 data (entered in the computer) on a weekly basis and also mail that data to the National Information Centre (NIC) for their checking.

· I also involved in the process of check the computer maintenance and also check the computer connection with the server.

· I also involved in the space management of the data and check the purity of data from time to time.

· It was my duty to take dictation from the Assistant/ Deputy Commissioner and typed it.
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