                                                             CURRICULUM VITAE
Rahat 
Rahat.367667@2freemail.com  
CARRIER OBJECTIVE

To secure a challenging position where I can effectively contribute my skills as a professional, possessing educational skills and also grow in a healthy working atmosphere.
EXPERIENCE   SUMMERY
Employer : Takshshila Institute of Engineering &  Technology

Designation : Administrative  Assistant    duration : 3 years
 Roles & Responsibilities : 

· Attend walk in clients, visitors and phone Calls.

· Maintaining office area, registers, preparing attendance, replenishing stationery and pantry items.

· Assisting in travel arrangements & hotel bookings.

· Vendor management, Documents filing, Courier management and visitor management.

· To organise internal and external meetings and teleconferences, including booking venues and arranging accommodation.
Employer : TMC Computer College

Designation : lecturer    duration : 3 years

Roles & Responsibilities :   
· Taking lectures on operating system - DOS, Windows.

· Theory classes on  Excel, MS Word, MS Power Point

· Carrying out training on internet education

· Computer Fundamental training

· Invigilation work during exam, handling paper work and other exam related task.

· Evaluating answer copies and relevant documentation.

· Miscellaneous official paper work related to college.
Employer : Polytechnic Mahila Mahavidyalaya

Designation : lecturer    duration : 6months

Roles & Responsibilities :   

· Delivering lectures on communication skill

· Labs for developing student’s body language,way of presentation
· Helping them to improve reading ,speaking,listening, writing skill.

· Counselling task

· Invigilation work during exam, handling paper work and other exam related task.

· Evaluating answer copies and relevant documentation.

· Miscellaneous official paper work related to college.

EDUCATIONAL QUALIFICATION
	  Examination
	      Board
	Year of Passing
	Percentage
	Division

	HSSC (XII)
	    M.P. BOARD
	2002
	74.88%
	FIRST

	B.A
	     R.D.V.V.
	2005
	65.44%
	FIRST

	M.Sc.(CS)
	    M.C.R.V.
	2009
	70%
	FIRST

	MA(English)
	    R.D.V.V.
	2013
	72%
	FIRST 


Achievements

· College academic topper of 3 consecutive years of graduation

· Winner of university level slogan competition 

Computer skills
Operating system, PC package  and basic documentation work.
Training 
3 days training on Advertisement and film making from Swami Vivekanand Career Margdarshan Yojna.

STRENGTHS:

· Ability to work strong in team and focus on team goal.

· Better ability of planning, organizing and controlling things.

HOBBIES:

· Meeting new people.

· Watching movies.

· Listening music.

Declaration
I hereby declare that the above mentioned information is correct up to best of my knowledge and I bear the responsibility for the correctness of the above mentioned particulars.

