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Professional Summary

Experienced Data Entry cum Office Management with over Five Years of expertise in efficiently managing and processing data using various computer systems. Adept at maintaining high levels of accuracy and confidentiality while meeting tight deadlines. Known for strong organizational skills, attention to detail, and the ability to handle large volumes of data effectively.

Professional Experience
Office Management cum Executive				
Development Department Delhi Govt. | Civil Lines, Delhi		        Nov 2019- Jan 2025		
· Managed day-to-day office operations, including scheduling, correspondence, and coordination of interdepartmental activities.
· Verified, reviewed, and corrected discrepancies in critical data, ensuring compliance with government standards and regulations.
· Assisted in preparing official reports, presentations, and data summaries for senior officials.
· Maintained confidentiality and integrity of sensitive government data, adhering to strict data protection protocols.
· Answered and managed incoming and outgoing calls while recording accurate messages for distribution to office staff.
· Coordinated and scheduled meetings and appointments.
· Created and maintained detailed records of all office activities.
Computer Operator				
Cyber Café Owner | Mehrauli, Delhi					Oct 2016 - Oct 2018
· Managed daily café operations, including billing and customer service.
· Assisted customer with online application, printing and scanning.
· Maintained computer systems and resolved technical issues.
· Ensure data security and internet safety for users.



Academic Qualification
· 10th FROM CBSE BOARD					Apr 2012
· 12th  FROM CBSE BAORD 					Apr 2014
· Graduation from B.Com					Nov 2019 
Digital Skills
· Microsoft Office Suit (Word, Excel, PowerPoint)
· Google Workplace (Gmail, Google docs,  Google Sheets, Google Drive)
· Video Conferencing tools like Google Meet, Zoom
· Knowledge of Calendar Management 
· Fast and accurate typing  (Typing speed  35+ WPM)
· Organizational and time management skills.
Professional Strengths
· Leadership
· Time Management and Multitasking
· Problem-Solving Abilities
· Team Collaboration
· Adaptability 
· Dependable 
· Business Communication
· Emotional Intelligence
· Data Management
Certifications
· Pursuing Advance Excel (MOOC)
· Pursuing Basic SQL Data base (MOOC)
· Six Month Diploma in Computer application.  
· Certificate in Microsoft Office Word.	   
· [bookmark: _GoBack]One Year Diploma in English Spoken and Personality Development Course from FEA. 
Achievements 
· Received a Letter of Appreciation from the Development Commissioner for successfully managing Multi-Tasking Staff and Personal Assistant work as possible		2022
· Contributed as a Head Boy								2013	
· Participated Cricket as a Captain of My School					2014
· Participated Group Dance in Zonal Level   						2010




