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NIKHIL PATWAL
PROFILE
Career Objective

To work for an organization which provides me the opportunity to improve my skills and knowledge to growth along with the organization objective.
Profile Summary
· An enthusiastic, hardworking and highly motivated person having bachelor of business administration degree.
· Eager to learn new skills & knowledge.
· Seeking opportunity to improve my skills & knowledge.
· Ability to work as individual as well as in group.
WORK EXPERIENCE
(Jan 2019 – Nov 2019)
Worked as a computer operator in Intellectual Property Management Cell, Jawaharlal Nehru University.
Work Profile
· Data recording (MS Excel, MS Word) 
· Managing Files.
· Communicating with Attorneys and faculties (Through mails, messages and calls)
· Arranging meetings.
· Forwarding invoices of the faculties (PI) for payment.
· Printing and scanning the confidential documents (keeping records).
EDUCATION
Bachelor of Business Administration (BBA)
Jamia Hamdard, New Delhi / Year of passing - 2018
Senior Secondary School Examination (12th Standard)
Kendriya Vidyalaya, Jawaharlal Nehru University, New Delhi / Year of passing – 2013
Secondary School Examination (10th Standard)
Kendriya Vidyalaya, Jawaharlal Nehru University, New Delhi / Year of passing – 2011
SKILLS
· Advance Excel
· Ms Office
· MS Word
· Vlookup
· Hlookup
· Pivot Table
· Data Validation
· Conditional formatting
COMMUNICATION DETAILS
ADDRESS
764, Type-3, Saraswati Puram, Jawaharlal Nehru University, New Delhi 110067.
Mobile No : 9953156912
Email ID : patwal.niks@gmail.com
PERSONAL DETAILS
Gender : Male
Date Of Birth : 21/06/1995
Status : Unmarried

