RESUME
NOORBHASHA NABI                                                    Contact: +91- 8919445045 / 8686535665







 E-Mail: bhasha.nabi@gmail.com

Career Objective:

To seek a challenging job to utilize my skills and abilities in the Information Technology Industry that offers professional growth while being resourceful, innovative and flexible. 

Educational Qualifications:










	Education
	Specialization
	College / University
	% obtained
	Year of  Passing

	Post Graduation
	M.Tech (CSE)
	JNTU Kakinada (LITAM)
	72.43
	2015

	Graduation
	B.Tech (IT)
	JNTU Kakinada (Vignan’s Engineering college,vadlamudi)
	62.32
	2012

	Intermediate
	M.P.C
	Board of intermediate Education
	78.1
	2008

	SSC
	
	Board of Secondary Education
	79.12
	2006


Work Experience:










Organization 


: Vignan’s Deemed to be University
Place 



: Vadlamudi, Guntur

Job Title 


: Jr.Asst (Coordinator of Admissions) (from 03.08.2013 to 06.10.2020)
Responsibilities:










1. Data base maintenance and give the data at the time of University ranking and grades for the reports and Analysis.
2. Coordinating with Designers & Printing Agencies & Marketing Staff for printing, Distribution of Vignan University Admission Literature to various banks, post offices, all branches of Junior Colleges.
3. Coordinating to design Admission Flexes/ Hoardings & Fixation.  
4. Preparing hall tickets for V-SAT & V-MAT and dispatching.
5. Announcing results for V-SAT & V-MAT 
6. Preparing the counseling letters for qualified students and posting.
7. Coordination in admission counseling and admitting the students.
Technical Skills:

Operating Systems
 
:   Windows2003/XP

Application Software
:   Microsoft Office 2003 and 2007
Computer Skills:
· Microsoft XP applications (Word, Excel, Office and PowerPoint) 

· Microsoft Office Document Imaging and Scanning – Advanced
· MS Office, well Experienced on Ms Excel with pivot Tables, Charts & Vlookup, Graphs, PPTS etc.
Achievements:
· Actively participated in the N.S.S. camps conducted by our college.
· Got 2nd prize in 400m Running Competition conducted by our School.
Extracurricular:
· Volunteer certificate in vignan Mahotsav 2011.
· Rendered my services in MAHOTSAV’11, a national level youth festival in Vignan University

Strengths:


· Ability to hard work in a team.

· Ability to learn quickly and optimistic attitude.
· Dedication and hard work towards achieving the objectives and goals.

Personal Details:










 Father’s Name

:
Noorbhasha Rasul
 Gender


:
Male

 Marital Status

:
Married
 Date-of-Birth

:
06-07-1991
 Nationality

:
Indian

 Languages known
:
Telugu, English and Hindi

Declaration:










    
I hereby declare that the above furnished details are true and correct to the best of my knowledge and belief.

Date: 03.11.2020
Place: Guntur



(Noorbhasha Nabi)






