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RESUME
Dynamic and self-motivated professional suited to any environment with outstanding communication skills that are articulate enough to communicate information at all levels of management. Excellent organizational skills and exceptional knowledge of MS Office, Excel, hardworking attitude, constant will to learn and my multi-tasking skills allow me to adapt easily and thrive in any work setting. My exceptional interpersonal skills allow me to flourish when working as part of a team and my responsible attitude, when working on my own ensures that I always produce an outstanding level of performance.

Education

· Bachelor of Arts        
          IGNOU, Jammu India.


· Higher Secondary Certificate
                National institute of Opening Schools, 

                Jammu, India.  

· Secondary School Leaving Certificate                  Jammu Kashmir Board of Secondary Education, 
      
                Jammu, India.
WORK EXPERIENCE:
Sebiz Infotech  Pvt Ltd Mohali (Till Date )
PROJECT CORDINATOR ( Skill Development)
· Maintaining and monitoring project plans, project schedules. Organizing, attending and participating in stakeholder meetings.

· Undertaking project tasks as required.

· Mobilization of students for Skill Development Programs

· Coordinate the activities of the Skill Development program with the program head.

· Planning and implementing the program with collaboration with program head.

· .Ensuring Data for all trades of the center is maintained.

· Facilitating functions and events with the state coordinator.

· Single point of contact to coordinate all the activities of the Skill center.

· Coordinating in making the center as a team.

· Collect data and maintain MIS and ensuring  that it is  updated as per the timeline
    May 2011 – April 2013
            
    Hill View Honda Private Limited Jammu, India as a EDP Manager
TECHNICAL SKILLS

1. 3 yrs. Advanced Diploma in Computer.

2.  Exceptional Knowledge of MS Office, Excel, Fire works 

3. Installation Operating System, Windows Xp, Windows 7.

4. Trouble shooting the basic issue related to windows and Printers.

Personal Details
Date of Birth

: 28-08-1988

Gender

        
: Male

Marital Status

: Unmarried

Nationality

: Indian

Languages known
: Hindi, Kashmiri, English

Hobbies

: Listening to Music, Surfing net

Dated :- _______
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