CURRICULAM-VITAE
Anita Sharma

W\O Sh. Raj Kumar Sharma

Vill. Kalawhat, P.o. Chailly

Summer Hill, Shimla-11, H.P.

Contact (M) 70182-33755
anusharma_sml@yahoo.com
             
OBJECTIVE


To utilize my knowledge and exposure skillfully and efficiency to achieve individual as well as organization’s goal and objective’s would also like to upgrade myself regularly so that I can prepare myself to face to face challenges in the competitive society.
“Nothing is impossible for anyone if he had two things fighting spirit and learning attitude.
 Be ambitious throughout life and never stop learning.” 
Be ambitious throughout life and never stop learning.”                                                                               


EDUCATIONAL QUALIFICATION:-
· Graduation from  Himalyan  University.

· +2 from H.P. Board of School Education Dharamshala.

· 10th from H.P. Board of School Education Dharamshala.
PROFESSIONAL QUALIFICATION :-
· One Year Diploma in Computer Programming & System Management. From Capital Computer, Shimla.
SYSTEM EXPOSURE :-
· Typing: - English, Hindi.

· PACKAGE:-M.S.OFFICE (MS Word, MS Excel, MS Power point) 
· Internet

· Page Maker

· Coral Draw

· Photoshop

WORK EXPERIENCE

· Working as a Office Incharge/Office coordinator In M/s Rathore Construction form (Oct. 2009) to till date
· Working as Back office incharge & Computer operator in “M/s Aks Eng & Cont.”  & “Shri Sai Financial & Allied Services”, Shimla Dec. 2006-2009.
· Work as a Accounts Assistant in”Payal Automobiles Bilaspur” (2005-2006) .
· Work as a Data Operator in “Allied computer services” Shimla (2001-2005).
PERSONAL DETAILS :-

Husband’s Name
:
Sh. Raj Kumar Sharma

Date of Birth
:
30-10-1981


Sex
:
Female


Marital Status
:
Maried
LANGUAGE KNOWN:-


English, Hindi, Pahari
STRENGHTS :-
· Patient Listener

· Innovative and Adaptive

· Honest and Hard Working

If gives a chance I will work with my sincere efforts towards my organization.

Thank you for giving in your time in reviewing my resume.
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