Sanjana Santosh Gaikar

406/4th Floor, Shri Sai Apartment, Vijay Nagar,
Near Kokan Nagar, Narangi Road, Virar (E), Palghar - 401305.
Contact – [M] 9890547406 / 9987866141  




Email – gaikarsanjana@gmail.com 
Date of Birth –April 21st 1982, 
Marital Status – Married, 
Languages known-Marathi, Hindi & English
To turn my knowledge & skills into value for the organization I work for & to go for consistent upgradation of knowledge & its application.
WORK EXPERIENCE: - 

· Presently working with “Narayana e-Techno School” as a “Admin Board Clerk & Computer Operator” from July, 2016 till today.
Responsibilities: - 

· Maintaining School / College Admission Register

· Staff records / Students records / Branches records etc.

· Attending Department meetings

· Updating Department websites

· Department and School portal - updates

· School syllabus 

· Teachers time-table

· Students study material, question papers etc.

· Inwards, outwards letter drafting

· Worked with “Universal High School” as a “Computer Operator & Admin assistant” from May, 2011 to Jan 2016.
Responsibilities: - 

· School syllabus 

· Teachers time-table

· Students study material, question papers etc.

· Inwards, outwards letter drafting

· Previously worked with “M/s. Flameproof Equipment’s Pvt. Ltd” as a “Computer Operator” from April, 2009 to May 2011.
Responsibilities: - 

· Keeping records of Internal work orders

· Co-ordinating with engineers and boss regarding work orders. 

· Previously worked with “M/s. Bluecross Infotek Ltd” as a “Computer Operator & Office Assistant” from 4th August, 2005 to April, 2008.
Responsibilities: - 

· Tracking & reporting status of all inward & outward dispatch material.

· Drafting emails & business letter.

· Handling companies petty cash

· Preparing parties accounts in excel.

· Administration Work including small value stationery Purchases for the office.

· Worked with “M/s, Sai Siddhi Services” as a “Tele Caller” for 1 years. In collection department.
Responsibilities: -

· Interaction with clients for bills and payment clearances.

· Follow-ups for Mobile bill payment.

· Collecting payments from field executives.

Total Experience: - 

· 14 years 

EDUCATION: - 

· T.Y.B.Com. from Y.C.M.O.U. University.

TECHNICAL EDUCATION: - 

· Certificate Course in MS-OFFICE. (Excel, Word, Power Point)

· Certificate Course In TALLY 9.0
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