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Profile
Worked with the top organizations in India.
Leveraged expertise to manage varied functions in administration, human relations, accounts, and, information technology.
Qualifications
Bachelor of Commerce (BCom), Mumbai - India
Certification in Teachers Training (CTT), Mumbai - India

Certification in Computing and Internet (CCI), Mumbai - India 
Total experience – 9 Years

Organizations associated with

·   Presently working with Ryan Private School, Abu Dhabi – U.A.E. as ESIS Officer (ADEC system).
·   Perfect Computer Academy, Baroda – India as Institute Instructor.
·   Prakash Airfreight India Limited, Baroda – India as Administrative Executive.
· Light Publications Company Limited, Baroda – India as Junior Officer.
· Computer Academy, Mumbai – India as Academy Instructor Coach.
· ONIDA Electronics India, Mumbai – India as Accounts Assistant.
· E-Merck Pharmaceuticals Limited, Mumbai - India as Computer and Commercial Assistant.

Career Summary

· Wide experience covering accounting, administration, and IT Academy management.

· Working on the ADEC system to update student information using emirates ID.
· Coordinate on Student Enrolment, Admissions and Transfers to tally school with the ADEC system.

· Generation and issuing of transfer certificates.

· Working on the school system including feeding the data on site 'myclassboard'.
· Uploading student information and data on the school and ADEC system.

· Coordinate on the class together with the designate teacher allotment and shuffling.
· Maintaining student files including generation of report cards.
· Development and Issue of the ID cards, bonafide certificates, etc.

· Proficient in maintaining spread-sheets.
· Handling and writing cheques.
· Receiving and processing all invoices, expense forms and requests for payment.
· Managing petty cash transactions.
· Strong understanding of the workings of office requirements.
· Generating different reports as required.

· Good organisational skills and ability to work to, and implement own processes when required.
Achievements 

· Independently handled the accounts and administration sections at M/s. Prakash Airfreight, Baroda – India. Contributed to the channelization of the functional departments resulting in upscale performance.

· Successfully helped establish and run the Computer Academy in Baroda – India from scratch to the end.

Computer skills
Operating Systems: Windows 10, 2000 Professional, 2000 XP 

M.S. Office: Word, Excel, Outlook and Internet
Personal

Marital Status
:             Married

Nationality

:
   Indian
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