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I want to be an effective and dynamic personality in the organization where I work.    I will develop a strategic approach within an organization that can offer me a challenging opportunity to excel in the given task through hard work and dedication.





Over 4 years of professional experience as CAD operator. 


Target oriented & capable of working under pressure and meeting deadlines. 


Outstanding decision-making, presentation.


Ability to deal effectively with multicultural environment. 


Self-motivated, progressive individual looking for new challenges. 








Office Name		:  SRI HANUMAN TOWN BUILDERS


		   ARCHITECTS & ENGINEERS- KAMAREDDY


Position	:  CAD operator	


Duration	:   November 2013 to still continued.


                                       ***************


RESPONSIBILITIES:





Providing Complete Secretarial Duties to the officer, as working directly under him.


Assist calendar managing, e-mail checking, phone answering, filing, office admin.


Maintaining records, filing systems and computer files ordering stationery.


Type general correspondence, including letters, memos, faxes and reports etc.


Arrange invoice payments.


Maintain an effective filing System.	





MPC  from Board of Intermediate in 2016.





PG Diploma in Computer Application (PGDCA) from Yuva Shakthi Educational 


	Society Warangal.


Diploma in Autocad Civil Architecture 2D,3D from New Creative CAD Academy Nizamabad.


Diploma in M.E.P & H.V.AC 2ND Advance from New Creative CAD Academy Nizamabad.





























CAREER OBJECTIVE:








PERSONNEL & PROFESSIONAL SKILLS














WORK EXPERIENCE:  (4 Years)





























ACADEMIC QUALIFICATIONS:











PROFESSIONAL QUALIFICATIONS: 


























COMPUTER SKILLS:























LANGUAGES KNOWN:


























DRIVING LICENSE:
































Operating systems	:	 DOS, MS-Windows9x, NT, 2000, XP,  Vista, 


 						  2003 Server, Windows2007 & 08 Etc.


Application software	: 	Ms-office, Internet Services. AUTOCAD-               2D,3D,MEP & H.V.AC 2nd Advance











1) English	2) Urdu		3) Hindi		4) Telugu	





























Indian Driving License No.(LMV,MCWG)	:	


Date of Expiry				:	04/05/2036






























































