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IT FORTE

· Proficient in MS-Office (Word, Excel & Power point)

· Cognitive systems and Office Applications

· Internet and Browsing.

· Data Entry Typing Speed 35 WPM

Mohammed 


� HYPERLINK "mailto:Mohammed.353231@2freemail.com" �Mohammed.353231@2freemail.com� 


       	








My career planning:





To find an exciting and challenging career opportunity with an organisation of         repute where I can create value addition through my experience, knowledge and take the organisation to the next level.





EDUCATION





S.S.C                        : (10th Standard)  in March 1999 from Board of Secondary Education,              


                                         Andhrapdesh-India.





INTERMEDIATE               : (12th Standard) in March 2010 from Board of Intermediate Education,                   


                                   Andhrapdesh-India.





BACHELORS DEGREE in Commerce discontinued in 2nd Year 





WORK EXPERIENCE





Organisation and Role		:	Panchayat Raj Department, Telangana.


Office Administrator (Karobar) on Contract basis





Period 				:	2001 to Till Date  ( 15 Years )


Assists office staff in maintaining files and reports.


Manage phone calls and correspondence (e-mails, letters). 


Maintaining of Office records, updating and cash book updating.


Data entry of all files, letters, documents and annual reports.   


Preparing reports, presentations, and correspondence.


Assists in the preparation of department budgets and expenses.


Schedules, appointments, agendas prepairing and arrange meetings. 


Assigns jobs and duties to office staff, prepairing of staff salaries and attendance.


Monitor office Operations.


Tracks office supply inventory and approves supply orders.


Supervises all administrative personnel.


Assist with the annual audit.




















