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Delhi-110009


E-Mail ID- neerajkaushik.fms@gmail.com
CAREER OBJECTIVE: 

To work in a healthy, innovative, and challenging environment extracting the best out of me, which is conductive to learn and grow at professional as well as personnel level thereby directing my future endeavors as an asset to an organization.
SPECIALIZATION
Data Process Management, Inter-Department Coordination, Office Administration.
WORK EXPERIENCE:
· March 2009 to till date – Junior Assistant, Faculty of Management Studies, University of Delhi, Delhi.
Job Profile
· MBA Admission Application Processing

· Data Preparation, Management and Maintenance

· Admission Interview Scheduling

· MBA (Part-Time) Admission

· Dealing person for MBA (Part-Time) Students

· MBA (P/T) examination arrangements (scheduling, invigilation duty, etc.)

· Communication with Students and University Authorities

· Leave record of Teaching and Non-Teaching Staff

· Medical Bill record of Teaching and Non-Teaching Staff

· Account Summary

· Maintane of all account records according to Budgget Head
· Arrangement for Management Development Programme time to time held in Faculty of Management Studies.
· Prepration of all work for Auction Committee 
EDUCATIONAL QUALIFICATION:
· MCA from MDU

· B.A from Delhi University

· 12th from HBSE 

· 10th from HBSE 
PROFESSIONAL QUALIFICATION:
· One year Diploma in Computer Application Software from DIIT Institute Rohtak .
· 1year diploma in computer Hardware & Networking from Shokeenda Institute Rohtak .  
COMPUTER SKILLS:
Software Known:
· MS-Office (MS-Word, MS-Excel, MS-Power Point, 

MS-Access, DTP, TALLY, C++, HTML,etc.)

· Knowledge of Internet  
· Sql Server 2008
Typing Speed:
· English 45 wpm
Operating System Known:
· MS-Dos, Windows 98, ME, XP, Windows 7, Windows 8, Linux.
Personal Profile:
Father’s Name

:

Sh. Dayanand Kaushik

Date of Birth


:

16-Dec -1988

Nationality 


:

Indian

Marital Status

:

Single

Sex



:

Male

Language Known

:

Hindi & English
Strengths


:   

Optimistic Nature, Honest      
Place:  Delhi
Date:               
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