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CURRICULUM VITAE
USHA

USHA.316538@2freemail.com 
Personal
Date of Birth : September 11, 1973

Nationality: Indian 

Marital Status: Married with two kids

Objective
· A highly talented Secretary with 23 years of experience in performing a variety of general office clerical duties and providing secretarial support service for administrative functions.

Education 
· Post Graduate Diploma in Business Administration – Human Resource Management (PGDBA-HR) from Symbiosis  Centre for Distance Learning, Pune. India. (April 2015)

· Masters of Arts – English from Annamalai University. (2004) 

· Bachelor of  Arts from Delhi University (1994) (Subjects: English, Hindi, Political Science and History)

Skills 
Business English
•
Shorthand (100+wpm)
•
Typing (60+wpm)
•
Office Management
•
PC Operations, Data Entry, & Back-ups
•
Filing System Organization and Maintenance
•
Writing, Proofreading, & Editing
•
Customer Relationship Management
•
Personnel Training and Evaluation, & Secretarial Skills
•
Time Management
•
Written and Verbal Communication
•
Appointment Scheduling
•
Filing System Organization and Maintenance
•
Record Keeping
•
Continuous Improvement
• 
Document Creation & Data Entry
• 
Confidential Correspondence
•
Administrative Support
• 
Agenda & Event Coordination
•
Correspondence & Presentations
Technical Qualification 

· Shorthand Speed in English is 100  & Typing Speed in  English is 60 w.p.m.

· Knowledge of Facsimile, Scanning, Email, Xerox, Internet, etc.
· Knowledge of Word Star-2,4,& 6 version,  WINDOWS, WORD PERFECT 6.0, LOTUS, D-BASE, MS-DOS, FOX-PRO, DATA ENTRY, 123, 123R34  & LOTUS SMARTSUITE, Ms Office (Ms-Word, Ms-Excel, Power Point, Access, Publisher, Binder, Photoshop) Pagemaker, Tally 4.5, Web Page designing, Corel Draw, Autocad, etc. 
Professional Training

· Certificate in Advance Executive Development Programme in Computer Applications. Three months (July 2007 to October 2007), NIPFP, New Delhi.  
Support

· Research Assistance in data building for (with Demand for grants, Expenditure Budgets, Government of India; RBI macro data and Budget data: Time series)

· Event Management and Co-ordination with IAS Officers: (Secretariat of  “Fiscal Policy and Macroeconomic Policy” Programme for senior IAS Officers, 2014), 

· Support to NIPFP Biennial Newsletters, 2014 and support to NIPFP new publication series “One Pagers” 

· International travel support (documentation and co-ordination).

· Environment and Urbanization ASIA, giving the Administrative Assistance and all related work before the final papers goes for the printing to the Oxford Press, New Delhi, to the bi-lateral journal, NIUA,  2010 to January 2014.
· Worked as Programme Officer under “India Municipal Finance Study”, Asian Development Bank – National Institute of Public Finance and Policy (ADB-NIPFP), New Delhi (2009-2012 extended one year at NIUA).
Work Experience 
· Working as Personal Secretary, attached with two Economists (Professors – Dr. Pinaki Chakraborty and Dr. Sacchindananda Mukherjee), at National Institute of Public Finance and Policy (NIPFP), New Delhi. 

Period: February 2014 – till date

Responsibilities: Taking responsibility of Training Programme of IAS, IIAS and IPS officers. Drafting of communications, taking dictation, appointments and diary/records keeping; maintenance of files and others related papers; preparation of meeting agenda and papers; preparation and formatting of conference/research papers, reports, power-point presentations; correspondence  of e-mails and letters; attending to telephone, fax etc; travel itinerary and transport arrangements; open to any other duties that may be assigned by the Officer. Giving assistance in Research work also.

· Worked as Personal Secretary to Prof. Om  Prakash Mathur, Distinguished Professor in Urban Economics, at National Institute of Urban Affairs (NIUA), on lien from the National Institute of Public Finance and Policy (NIPFP), New Delhi.

Period: July 2011-January 2014

Responsibilities: Drafting of communications, taking dictation, appointments and diary/records keeping; maintenance of files and others related papers; preparation of meeting agenda and papers; preparation and formatting of conference/research papers, reports, power-point presentations; correspondence  of e-mails and letters; attending to telephone, fax etc; travel itinerary and transport arrangements; open to any other duties that may be assigned by the Officer.
· Worked as Personal Secretary to Professor Om Prakash Mathur, Professor in Urban Economics, and also attached with Prof.  Anirudh Lal Nagar (Ex-Vice Chancellor of Delhi University) and Dr. Charu C. Garg at  National Institute of Public Finance and Policy (NIPFP), New Delhi.
Worked as Programme Officer. India Municipal Finance Study, ADB-NIPFP, New Delhi (2009-2012 extended one year at NIUA).

Period : July 1996 to June 2011

Responsibilities: Taking Dictation, Typing Work, Type setting and Formatting of Project Reports, Book, Working Papers etc. before Printing. Filing,  Reports, Minutes, Documentation, Fax  Sending and Maintain E-mail, Correspondence with letters, etc.
· Worked as Steno/Typist and  Office Assistant at Office of the Commissioner of the Income Tax (Computer Operations) R.K. Puram, New Delhi.
Period: February 1995 to June 1996

Responsibilities: Dictation, Filing work, Maintain the Record of Store, Making a Sanctioned Order of all Official Bills, a few work of clerical, etc.
· Worked as Clerk at Team Productivity New Delhi.

Period: October 1993 to December 1994  

Responsibilities: Typing, Despatching, Maintaining Dak, data entry, etc.
· Worked as Steno/Typist at National Small Industries Corporation Limited (NSIC), New Delhi.

Period: February 1993 to May 1993

Responsibilities: Dictation, Filing, Correspondence through letters, etc.
Achievement
· Awarded Certificate of Merit, Godrej  National Speed Typing Championship 1996 (speed of 50 w.p.m.) by The Bombay Shorthand Writers' Association, Mumbai. 
· Certificate in Advance Executive Development Programme in Computer Applications. Three months (July 2007 to October 2001)
Secretarial assistance and preparation of selected reports concerning the following projects and studies as under -
Prof. Om Prakash Mathur, NIUA/NIPFP
· Urban Poverty in Asia, ADB study, August 2013.

· Intergovernmental Transfers in Local Government Finance. A Report to UN-Habitat, Nairobi, 2012.

· Municipal Finance Matters: India Municipal Finance Report (IMFR), ADB-NIPFP, New Delhi 2009-2011, worked as Programme Officer.
http://www.adb.org/projects/documents/municipal-finance-matters-india-municipal-finance-study-tacr
· Environment and Urbanization ASIA, giving the administrative assistance to the bi-lateral journal, NIUA;  2010 to January 2014.
· India Municipal Finance Study, ADB-NIPFP, New Delhi (2009-2012), worked as Programme Officer.

· Urban Property Tax Potential in India, study for the Thirteenth Finance Commission, NIPFP. July 2009.

· India’s Municipal Sector, study for the Twelfth Finance Commission, NIPFP. September 2004.
· Delhi: Insights Into Its Management And Financial Structures, April 2004. 
· Municipalities in a Decentralized Framework, CIDA report, October 2003. 
· Innovations in Local Government Finance: Asian Perspectives, May 2002.  
· Approach to State-Municipal Fiscal Relations: Options and Perspectives (2001). By Prof. Om Prakash Mathur, NIPFP, New Delhi. (Book)
· India’s Experiment with Decentralization A Review, APO, March 2001

· Coming to Grips with Issues of Pricing Urban Water and Intra City Bus Transport, May 2001. 

· India Urban Sector Assistance Review, July 2000.  

· Options for Closing the Revenue Gap of Municipalities 2000/01 to 2004/05, The Eleventh Finance Commission Report, February 2000. 

· Capacity Building for Fiscal Devolution in Sri Lanka (UNDP SRL/97/203), Institutions for Fiscal Devolution A Study, September 2001.

· Decentralization in India: A Report Card, March 1999

· The Role of Transfers in Municipal Finances: A Reform Agenda, March 1998 

· Delhi Fiscal Study, by Om Prakash Mathur and T.S. Rangamannar, December 1998. 

· India: the Challenge of Urban Governance, edited by Prof. Om Prakash Mathur, Collaboration with Centre for Urban and Community Studies, University of Toronto and NIPFP. 1998. (Book)
Prof. Anirudh Lal Nagar, NIPFP
· Projections of Quarterly  CT and IT Receipts, by A.L. Nagar, Sanjay Kumar and Sayan Samanta,  October 2005. 

· Projections of Quarterly Corporate and Income Tax Collections by A.L. Nagar, Sanjay Kumar and Dev Ashish, December 2004. Working Paper No 24. NIPFP.

· Joint Estimation of Corporate Tax from Manufacturing, Mining, Electricity and Service Sectors of the Indian Economy, by A.L. Nagar, Sanjay Kumar and Rajorshi Sen Gupta June 2004. 

· Estimation of Corporate Tax from the Manufacturing Sector of the Indian Economy, by A.L. Nagar, Sanjay Kumar and Dev Ashish, May 2004. 

· Forecasts of Corporation Tax and of Taxes on Income other than Corporate Income, by A.L. Nagar, Sanjay Kumar and Rajorshi Sen Gupta, Revised, May 2004.

· VAR Model for CT and IT , by A.L. Nagar, Sanjay Kumar and Rajorshi Sen Gupta, December 2003. 

· Forecasts of Corporation Tax and of Taxes on Income other than Corporate Income, by A.L. Nagar, Sanjay Kumar and Rajorshi Sen Gupta, November, 2003
· Projection of Corporate Tax Revenue, by A.L. Kumar and Sanjay Kumar, August 2003.

· Ddescriptive Analysis of Monthly/Quarterly Data on Direct Tax Receipts (April 1994-March 2003) by Al. L. Nagar, Sanjay Kumar, Arup Gua, July 2003.

· Introduction to Statistics, N.C.E.R.T., edited by A.L. Nagar, 2002. (Book)
· Statistical Properties Of A Composite Index  As  Estimator of A Single Latent Variable, by A.L. Nagar and Sudip Ranjan Basu, September 2001

· Infrastructure Development Index:An Analysis For 17 Major Indian States (1990-91 To 1996-97), by A.L. Nagar and Sudip Ranjan Basu, July 2001

· Weighting Socio-Economic Indicators Of Human Development (A Latent Variable Approach), by Prof. A.L. Nagar and Sudip Ranjan Basu, June 2000.

· State Level Macro Analysis of Health Scenario in India, by Prof. A.L. Nagar, March 1999.

· Health and Environment, by Prof. A.L. Nagar, May 1999. 

· Measurement of Quality of Life, by Prof. A.L. Nagar and Tauhidur Rahman, 
1999. NIPFP.

Dr. Charu C. Garg, NIPFP
· Health Insurance An Alternative to Present Health Care System in India, by Charu  C. Garg, August 1997. 

· Evaluation Study of the Cost of Management of Tobacco Related Cancers in India, sponsored by The Tobacco Institute of India, July 1997

· Subsidies in Health and Education Sector: A section of the report on `Government Subsidies in India', NIPFP, sponsor​ed by the Ministry of Finance, March 1997. 

· Growth of Small Scale Industries in India: Some Policy Issues, Working Paper No. 10, NIPFP, Oct. 1996
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