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Career Profile

-Self-directed and result oriented professional with adverse ability to prioritize and successfully accomplish multiple assignments in a fast-paced environment.
-Possess six years of proven track record.
-Experience of mentoring and monitoring various projects.
-Experience in managing personnel administration and collective agreements.
-Experience of developing, producing, testing, and delivering and maintain the projects. 
-Expertise in the required skills and ability to complete the project within deadline.

Key Skills

-Exceptionally strong organizational and time management skills. 
-Excellent ability of managing confidentiality of sensitive data.
-Excellent verbal and writing skills. 
-Computer literate such as Microsoft Word, Microsoft Excel, Power point and Internet. 

Personality Traits

-Reliable, and energetic 
-Excellent analytical and interpersonal skills 
-Well-organized and self-motivated 
-Efficiently manage multiple tasks 

Work Experience

Company Name- Place
Project Assistant
June 20**-Till Date

-Plan, organize, coordinate and monitor the division programs. 
-Prepare reports and financial statements for the departmental accounts. 
-Supervise task assigned to the clerical staff. 
-Prepare the operating budgets. 
-Analyze and evaluate operational expenditures and maintain contracts. 
-Obtain necessary permits and ensure quality take-offs.
-Look after the project execution and prepare documentation. 

Company Name- Place
Project Analyst
June 20**-Till Date

-Plan the budget, process invoices and submit check requests.
-Coordinate between transition and updating of project information.
-Verify the requirement’s data information.
-Schedule the tasks and prepare report summaries.
-Compile data and submit the complete report to the client.
-Obtain estimates and complete documentation reports for deferred maintenance projects.

Achievements

-Recognized for completing the project within the provided deadline.
-Achieved Employee of the month in May, Aug, Nov in 20**. 

Qualification

-MCA from “XYZ” in 20**. 
-B.Sc. from “XYZ” in 20**.
-HSC (Arts) from “XYZ” in 20**.
Personal Details

Date of Birth: 02 Nov 19**.
Languages known: Hindi and English.
Address: XYZ.
