CURRICULAM _ VITAE

Nirmala

Flat No. 8192

Sector - D, Pocket - 8

Vasant Kunj, New Dethi - 110070

Contact No. 9999244319

Email  ciemalne i yahoo com, rrohitraghay @gmail.com

* QINECTIVE : :
My aim is to serve the Company with the best of my ability, sincerity and efficiency

and to gain more and more knowledge and experience.

» .
Confident, have a friendly disposition, | believe 1 have a strong trait of hard work,

leadership, learning ability, adaptability and endurance.

» PROFESSIONAL QUALIFICATION :

& Three years course in “Office Management & Secretarial Practice” from “College

of Vocational Studies™ (Delhi University)

& One year Computer Diploma from N.LLT., New Delhi
% One year course of English Shorthand & Typing from Commercial College, N. D.

» EDUCATIONAL QUALIFICATION:
& Post Graduation (Diploma) from Annamalai University in Personnel

Management & Industrial Relations
< B.A. (Pass) from College of Vocational Studies, Delhi University (With

Commerce and office Management & Secretarial Practice)
10" 12% from C.B.S.E. (Delhi)




JOB PROFILE:
(i) Handling all office administration & public relations
(i) Maintenance of records, files, equipment etc.
(ii) Handling daily correspondence, fax, emails, phone calls etc.
(iv) Arranging meetings, travel & other activities relating to office administration
(v) Handling accounts

PERIOD : May 2005 to Nov.2009
DESIGNATION: Personal Assistant

JOB PROFILE:
(i) Handled all office administration, public relations, stenography & secretarial work

(ii) Maintenance of records, files, equipment etc.
(iii) Handled daily correspondence, fax, emails, phone calls ete.
(iv) Arranged meetings, travel & other activities relating to students

(v) Handled accounts

PERIOD: June 2001 to April 2005

(i) Worked as Personal Assistant to Prof. P.L. Dhar, Former Head, And National
Resource Centre for Value Education, IIT Delhi and Chairman, Core Group of

5 Revamping of Jamanalal Bajaj Central Research Institute, Wardha, Project.

‘ (ii) Assisted in Secretarial Work to Chairman of Standing Commitice on Infrastructure

& Manpower Development of Revamping of Jamanalal Bajaj Central Rescarch

mwm mjwt-

d work also done Secretarial work for all project coordination.




5 Arranged meetings, travels, office administration, stenography,
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