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	Profile
	Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Able to juggle multiple priorities and meet tight deadlines without compromising quality work done in Electronic Firms, Showroom, BackOffice, Front Desk Office, Computer Operator. More about I am fun loving, easily mixing, Like to work under pressure, Quick understanding any system to operate. 


	Education
	· MCA FROM IGNOU, DELHI


	· eACCP (DISM–Diploma In Systems Management) From Aptech Comp. Edu.
· Keyboarding and Document Formatting

· Communication Skills for Executive Assistants 

· Professional Office Procedures


	

	
	Professional Development:

· Microsoft Office Specialist (MOS)
· Fast Data Entry Typing 


	Key Skills
	Office Skills:
	Office Management

Records Management 

Database Administration

	Spreadsheets/Reports
Event Management

Calendaring

	To work with any Software and solve it query, Leadership skill   


	
	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	MS Access

Tally 9.0 with Erp
ERP based Software
	


	Experience
	· 8 months experience in Pvt. Firm as a Tally Accountant.


· 8 months experience in Pvt. Firm of Electronics as a Dish TV Activation Officer & Tally Accountant and data backup.

· 2 months experience for teaching Tally as a Faculty in C-tech Computer Center.
· I have done job as a part time for Tally Accountant in private firm of Godhra for last 2 years.

· Last 2 years (APR-2008 to APR-2010) I have done the Part time Job As a Tally Accountant & As the ASI(Additional Skill Identifier) in the Videocon Home Appliances Service Center in Godhra.

· Year-2015, 2016 I was selected as the representative of Viva-Voce of BAOU University.
· I have been serving as a "Senior Lecturer" in BCA/BBA/BSW/MSW/PGDCA College at affiliated with Dr. BAOU University, Ahmedabad-Gujarat, India since June 2010 till date.

	
	



DECLARATION

I hereby declare that the information furnished above is correct to the best of my knowledge and belief.

