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Career Objective:
               To secure a challenging position in a prestigious organization in order to continue my career in a   dedicated service industry and to perform to the best of my ability and also strives towards achieving the quality standards, policies and procedures of the company. To gets hands on more experience, acquire knowledge and contribute constrictively towards the organization by strengthening, developing, and recognizes individuals potentials and values as well.

Academic Qualification:

· M.A. (English) from Allahabad University, Allahabad.

· B.Sc. (Biology) from Mohan Lal Sukhadia University, Udaipur.
· S.T.C. Senior Teacher Certificate from JLN Collage Jaipur.
Professional Qualification:

· MBA (HR) Rajasthan Vidyapeeth University, Udaipur (Raj)

·  “O” Level from DOCACC Society New Delhi.

· Diploma in Software Management from APTECH, Chittorgarh  (Raj)

Summary of Skill

· Effective problem solving skills.

· Efficient in Accounting Calculation.

· Knowledge in SAP System User.

· Efficient in filing and sorting documents.

· Managing sensitive and confidential matters.

· Oral and written communication skills.

· Proficient in windows program- MS Word, excel, PowerPoint.

· Can work multi-tasking.

· Effective time management.

· Ability to anticipate issues and stay calm under pressure.

Christian Mission Secondary School, Chittorgarh (Raj) 
Administrative PR Officer: From 2011 to 2015
· Devising and maintaining office systems

· Invoicing

· Organizing and storing paperwork’s, documents and computer based information

· Photocopying and printing various documents, sometimes on behalf of other colleagues.

· Reporting to the CEO on daily duties and reports

· Assisting clients on their inquiries. Walk – in or through emails.


KS Motors Chittorgarh
PRO: Jan 2008 to Nov 2011

· Organizing meetings, trainings, assemblies & appointments.

· Taking calls & dealing with customer enquiries.

· Maintaining registers of clients / customers and agents.

· Dealing with correspondence / e-mails, ensuring relevant policies are communicated & explained properly to clients / customers.

· Entering into contractual agreements with suppliers and customers.

· Implementing new procedures and administrative systems 
· Monitoring and logging incoming and outgoing documents, sales and expenses of the branch ensuring organize filing and consolidation of data.
· Making business letters, regional reports and other clerical works.
Declaration:
 I hereby declare that the above mentioned details true and correct to the best of my knowledge and belief. And if given an opportunity to serve your organization I would work up to your satisfaction with sincerity and full dedication. 

