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Career Objective

· To build a long term career in education /industry with opportunities of career growth.
· To use my skills in the best possible way for achieving the company goals
· To solve problems in an effective/creative manner in a challenging position
	Personal Profile
	
	
	

	Father’s Name
	:
	Shri Bhagwan Singh

	Date of Birth
	:
	06/10/1984

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Religion
	:
	Hindu


Academic Qualifications

· Master Of Arts from Allahabad Agriculture Institute Deemed University
· Bachelor Of Arts (Political Science, Economics, Hindi, English) From Delhi University ((
Professional Qualifications

(Diploma in computer Application form Amity University Noida, 2006((
Computer( Proficiency (
Power point, Excel, M.S.Word, Access ,Page Maker, Corel Draw.

Experience

Employed with Amity University, Noida Uttar Pradesh as an Assistant Executive since 02 April, 2007 till date (11 Years and 2 Months)

Job Description

· Taking dictation & typing of letters related to Academics and various institutions in the University. 
· Amizone work: 
· Uploading Programme structure’s and course curriculum on Amizone, 
· Marking OD of students on Amizone in consultation with PL, 

· Uploading various types of Minutes of Meeting on Amizone such as Monthly Faculty meetings, Monthly CR meetings, Monthly IQAC Meetings, mentor mentee meetings and committee minutes etc .
· Faculty allocation on Amizone, Define course Coordinator, Stream Coordinator on Amizone .

· Online Registration of new students and Re registration of old students 

· To Approved online session plan’s for all odd and even semester’s

· Guide allocation for PhD scholars, To prepared Minutes of DRC Meeting, SRC Meeting with the help of PhD coordinator and guide to all PhD scholars for uploading their SPR on Amizone. 
· Time Table: Publication of Time Table on every Friday for coming week, rescheduling of classes on Amizone after confirmation with Time Table Incharge & PL
· Preparing Monthly Salary sheet of employee’s 

· Arrangements for Academic session: Faculty arrangement, stationary, classroom availability, teaching aids (duster, markers, OHP, LCD etc.) attendance registers required, etc.

· Display monthly attendance of students on the Notice Board in consultation with PL.

· Update & Maintain students records/Dossiers/OD records, Maintain ‘No Dues Form’ details, Maintain students achievements records
· To prepare daily/weekly/monthly reports required from the department.

· To procure, maintain and secure all administrative requirements of the Department.

· Follow up for faculty requirements, lab requirements, Library requirements, and other letters related to Academics.

· Keeping leave records of employee’s  and inventory record 

· Presentations: To prepare PPT related to Academic work.

· Examination Preparation Checklist, Record Matrix, Seating arrangements, Sealing of answer books, end their dispatch, 
* Making Examination Files and folders batch wise
* Assist in the Examination Department In making Grade sheets of students
* Giving grade sheets to the students
· Coordinating with University for Registration of the students and issue of Identity Cards.
· To note and draft minutes of meetings- BOS, Preparation for BOS, Audits, MRM, etc.

	Typing speed
	:
	80-85WPM (English)

	Languages known
	:
	
	Hindi, English

	References
	:
	Will be provided on request
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