	      
RAMASHANKAR GUPTA                                                                                                   

Contact Information:

Mobile: +91-8504024403                 
E-Mail: ramashankargupta27@gmail.com
Local Address:

Shiv Colony, Manaka Road, ,Alwar (Raj.)
Personal Data:

Father’s Name:
Shri Suresh Chand Gupta
Date of Birth:04 Oct. 1992
Marital Status: Unmarried
Permanent Address :  
Vill post :- Alwar
Dist:- Alwar  301001
Language Known:

English, Hindi    

Salary:
Current salary    33000 PM/-

Exp. salary     :  Negotiable 

Current location:  Neemrana
Preferred location:  

	                  CURRICULUM VITAE
Career Objective
To secure a challenging profession that will enable me to do dedicated work and provides highest order of service to your organization and to become a part of the team that dynamically works towards the growth of the organization.
Experience

Former Employer: School of Aeronautics, (B.Tech) Neemrana, Alwar (Raj.)   
Designation: Office Executive 
Duration: May 2013 to Aug. 2016.
Current Employer: NIIT University Neemrana, Alwar (Raj.)   

Designation: Office Executive (Registrar’s Office)
Duration: Aug 2016 to till now.
Professional Qualification 

     Bachelor of Commerce from RU University passed out in 2013 with 65.00
     till 6th Semester.
   - S.S.C (Class 12th) from Rajasthan Board passed out in 2010 with 64%.

   - S.C (Class 10th) from Rajasthan Board Passed out in 2008 with 55%.

Working Experience
· 1 year experienced at Airtel & Tata Docomo Company of D.E.O.

· Presently working in NIIT University (Neemrana) Japanese Zone Neemrana Alwar Rajasthan From August 2016 to till.

Training

Three-month Training SVG company Alwar for Supervaising.



Academic Qualification .
              - R.B.S.E (Class 12th) from Rajasthan Board passed out in 2010 with 64%.

              - R.B.S.E. (Class 10th) from Rajasthan Board Passed out in 2008 with 55%.
Duties / Function

· Collect all data from department and prepare all the sheet for NAAC.

· Prepare Financial record and maintain all the records.
· Submit Visiting Faculty bill in finance and clear all the bills.
· Clearance all the faculty from HR Department.

· Get internal item from store and send requisition for item, distribute the items of faculty.

· Prepare SAAM Report and Submit the students result in Dean Academic Office.

· Manages the operation of Dean's Office, independently responding to inquiries and 

· Demonstrated high-level administrative experience which includes advanced computer skills and demonstrated experience with office software and email applications.
· Concerns from callers and visitors on behalf of Dean.

· Manages Administrator's time; prioritizes and schedules appointments for the Dean's calendar.

· Prepares detailed briefing materials for the Dean prior to meetings; provides pertinent facts, data, and other background information for meetings, reports, inquiries, agendas, and presentations.

· Monitors spreadsheets to report income and expenses in conjunction with Business Objects reports; prepares, records, and reconciles administrative, personnel, travel, grant, and conference-related expenses.

· Drafts correspondence, as directed, reviews all incoming correspondence and properly codes for filing.
Co-ordination
· Coordination in Annual Lecture & Convocation Programmed.

· Assign duty of staff and coordination time to time with staff.

· Coordination with students and answered the students question on telephone or by mail.
Other Computer Proficiency

· Records Documents and emails to students

· MS Office (Excel, Word, Power Point, v-lookup, pi-chart, table)
· Internet

· Page Maker

· English Typing (50-60 wpm)

· Faculty SMR Report

· Exam Duty

· Typed B.Tech & MBA Question Paper

· Upload Marks (Entry)

· Visiting Faculty Bills Payment

· Maintain Bills Payment Record

· SAAM Report

· Prepare Evaluation Schemes

· Scanning & Printing

· Managing multi-task

Hobbies

· Excellent written, communication, interpersonal and problem-solving skills with the ability to work in multi cultural environment.

· Reading books, travelling & touring and listening music.

· Excellent ability to mix with people and have a good convincing power.

· Honest, good team spirit and interested in accepting challenges.

Declaration
                    I confirm that the information provided by me is true to the best of my knowledge and belief.  

Date :





                                                  
            Place:                                                                     


RAMASHANKAR GUPTA 
[+91-8504024403]                                                
RESUME











