	  CURRICULAM VITAE


	MANISH KUMAR
Email-Id:
mkmanish998@gmail.com
Address for Correspondence:
45/21, Ashok Nagar,
Tilak Nagar,

New Delhi-110018
Phone no:  
+91-9250105115
        8383813683

Personal Details:

Father’s Name   :Ramesh Chander
Date of Birth    : 1st July,1987
Gender              : Male
Religion             : Hindu
Nationality        : Indian

Marital Status  : Single
Language Known : English, Hindi,  

 STRENGTH: 
Helping Nature
Positive Attitude
Punctual
Creative

	CAREER  OBJECTIVE
To utilize managerial and technical skills in a growth oriented company, where contribution to organizational objectives will provide opportunities for advancement pursue a successful career in conjunction with my qualification on work experience on work experience, in a growing company, which provides an environment that offers challenging opportunities.
EDUCATION  QUALIFICATION
Degree

       Subject
University/Board

Year

10th
All Subject 
CBSE
2003
12th
Arts 
CBSE
2006
Graduation

B.A. (Programme)
Delhi                   University
2010
WORK EXPERIENCE
· Worked at “K. P. Trading Company (Keo Karpin Hair Oil)  138, Raja Garden New Delhi – 110015.  
            Duration                             :       2  Year  4 Month
Designation                        :       Data Entry Operator 

· To maintain the files. Documents & records 

· To undertake the full range of responsibilities of collected data,

· Computer work etc. 
Worked at “Intelligent Communication Systems India Ltd, DSIIDC ADMN Building Okhla Industrial Estate, Phase - III 

New Delhi – 110020.  
Duration                             :       1 & Half year 
Designation                        :       Data Entry Operator
Roles & Responsibilities: 

· To undertake the full range of responsibilities of collected data,

· Computer work etc.
· Working at “Capgemini Technology Services India Limited (CVS Health Care Process)  NSEZ,  Phase – II,   Noida,   Sec-82,   Uttar Pradesh  (on  payroll  Orcapod). 
Duration                         :   4 Month 
Designation                    :   Process Associate

· Maintain Data work.
Worked at “Ashwat Ayurveda Pvt Ltd, B – 41, Swarn Park, Mundka, Delhi – 110041. 
Duration                             :       1 Year 1 Month  
Designation                        :       Office Assistant
Roles & Responsibilities: 

· Maintain files & records Computer and office related work etc.

EXTRA  QUALIFICATION
· Computer Typing Speed 40 WPM
COMPUTER PROFICIENCY
· Data Entry Course from National Institute of Electronics and Information Technology  (NIELIT) DOEACC Society Center NEW DELHI
· MS – Word
· MS -  Excel
· MS -  Power Point Internet. etc.
EXTRA CURRICULAR ACTIVITIES/ ACHIEVEMENTS
· Actively participated and won in various cultural & sports events at school 
HOBBIES/ INTERESTS
· Traveling                                                                

· Listen Music.
Declaration: 

All entries made in this resume are true to the best of my knowledge and belief. I am willing to produce original certificates on demand at any stage
Place :  Delhi                                                            Manish Kumar


