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     Age                   : 22
Nationality      : Indian

Marital Status : Single

SUMMARY:      
Proactive, highly skilled administration professional with three years’ hands-on experience in diverse office environments, Knowledgeable in current industry trends and technology, Experienced communicator and team player, Documented success in using MS Word, Excel, PowerPoint and QuickBooks.
EDUCATION  QUALIFICATION AND OTHER COURSES:

· Completed 10th  from G.S.E.B board with 62.15% aggregate.                                                                (2009)                                                                             
· Completed 12th  from G.S.E.B board with 72.35% aggregate.                                                                (2014)                                                                            
· Completed Diploma in Information Technology engineering with 6.41 CPI                                        (2012) 
· Completed Course in Hardware and Networking.                                                                                    (2013)                                                                    

· Completed Course in Hospitality & Tourism Management.                                                                   (2015)
WORK EXEPERINCE: 
RAJ MARKETING — Vadodara, Gujarat, India                                                                  (Oct 2012 to Jan 2016)
(Administrative Assistant)

Performs a variety of Internet research functions and uses word processing, Spreadsheet and presentation software. Duties also include fielding telephone calls, Filing and data entry. 

May assist with overflow work from administrative and executive assistants and fill in for the office receptionist as needed.

· Typed documents such as correspondence, drafts, memos, and emails, and prepared 3 reports weekly for management 

· Opened, sorted, and distributed incoming messages and correspondence

· Purchased and maintained office supply inventories, and being careful to adhere to budgeting practices
· Greeted visitors and determined to whom and when they could speak with specific individuals

· Recorded, transcribed and distributed minutes of meetings

     COMPUTER PROFICIENCY:

MS. Office, Internet, E-mailing, VB.Net(Software Designing), ASP.Net(Website designing), Operating System, Basic Electronics, Windows Explorer, Software Installation, Networking Devices, Bridge, Hub, Switch, Router, Modem, Cable, User Management, Trouble shooting, Wireless Internet
INDUSTRIAL TRAINING AND VISIT:

· Visit at “Dubai Knowledge Village” and Attended Career Fair Seminar. 


        (2016)
· Visit at “VCCI Exhibition, Vadodara”                                                                                                  (2015-16)
· Visit and Participated in “ BITA Exhibition, Vadodara”                                                                   (2015-16)
· Industrial Training at “Aditya Birla Worldwide Ltd “
                                                                           (2012)                                Vadodara in 6th Semester
· Visit at “ Durdarshan Kendra “                                                                                                                  (2012)
Ahmedabad in 6th Semester

      EXTRA-CIRRICULAR  ACTIVITIES:

· Played Under-16 Inter School Cricket Tournament and Football Tournament from School                                                                   
· Played For Baroda Football Club Club.
· Played For YSC Club of Baroda Cricket Association                                                                               
· Scuba-Diving in sea of Andaman & Nicobar Island.                                                                                     
· Travelling and Tracking in some Gujarat’s Popular Forest.

· Sang songs with guitar at every year in collage annual function.
     PERSONAL SKILLS:

· Full of ambition, strong desire "to do" something.
· Active, full of life, vigorous, an energetic worker.

· Steadfast pursuit to an aim, refusal to give up, continued effort.
· Comprehensive problem solving abilities 
· Good verbal and written communication skills 
· Ability to deal with people diplomatically 
· Willingness to learn team facilitator hard worker
PERSONAL PROFILE:

Nationality


              :            Indian
Date of Birth


:
5th Sep 1994
Hobbies                                               :            Working on Computer, Football, Cricket,   Drawing,

                                                                           Singing, Travelling & Tracking, Swimming                                              
Languages Known

             :
Gujarati, Hindi and English
