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                                                                                             Objective
Looking for a position as an office assistant in an established organization where I could perform my skills and ability for the mutual future growth and profit.
                                                                                      Career Summary

· A detail oriented and highly skilled in managing the things possesses rich experience of 5 year as Office Assistant.

· Proficient in managing the documents.

· Expert in priortising the work.

· Excellence in providing comprehensive secretarial and administrative support to colleagues.

· Proficient in executing the programs using the limited resources.

· Expert in assisting the seniors and manage the routine daily organization life.
                                                                                  Computer Knowledge
· One year ADCA Computer certificate from Cnt Computer Centre, Moradabad in 2010.
· Proficient in basic use of computer.
· Internet savvy.

                                                                                           Skills

· Good coordinator.

· Team work.

· Sound knowledge of computer.

· Good command over handling the documents.

· Can manage multiple tasks.

                                                                Educational Background

        B.com from Hindu College in year  2013.
· Higher secondary passed with commerce from S.S. Inter College in year  2010.
· High school passed from S.S. Inter College in year 2008.
                                                                                      Employer

Working as an Bank Recovery in Shivij Financial Consultant Pvt. Ltd.from Aug 2019 to Till date.                                                                                                                                                                                                                                   Working as an Office assistant in Rajkamal Ovreseas from Feb 2014 � December 2018.
Working as an Office Job in K.K. Gupta Associates from April 2010 to Jan 2014.

Working as an Sales Cordinator in R.K. Electricals from May 2008 to March 2010.
                                                                                     Hobbies

· Cricket.

· Visiting new places.

· Listen the old music .

                                                                            Personal Details
      Father Name          : Shri Narendra Singh 

        Date of Birth           : 01-Feb-1990
        Languages known : Hindi and English
        Nationalilty             : Indian
        Religion                 : Hindu
 DECLARATION:


                                                      
                                         I hereby declare that the above furnished information is true and correct to the best of my knowledge.                                                                                   



















Place: Moradabad
Date: 
                                                                                                           (Praveen Kumar)  
