CIRRICULUM VITAE

Anshuman Sharma

H.No.-53, Street No.- 2,

Topkhana Bazar,

AMBALA CANTT-133001

HARYANA

Mob.-   09991067700

Email ID-  anshumansharma1245@gmail.com

CAREER OBJECTIVES

· Seeking a good position in globally competent progressive organization where I can showcase my in-depth knowledge and practice in handling official assignments.

· Looking for a position as an office assistant in an established organization where I could perform my skills and ability for the mutual future growth and profit.
Education Qualification 

· Matriculation from Haryana Board, Bhawani.

· Senior Secondary from NOS, New Delhi.
· Bachelor of Arts from Kurukshetra University, Kurukshetra. 

Work Experience  (10 Years)

· Office superintendent at M.M. College of Pharmacy, Maharishi Markandeshwar University (Mullana-Ambala) since 2017.

· Branch assistant manager  at Tata Metro Motors, Mohra, Ambala (2014-2017)

· Store manager at 6 ten, Ambala & Mohali (2011-2014). 

· Store assistant manager at Godrej, Mohali (Punjab) (2008-2011).

· Sales executive at Ford Tractor at Shahabad, Kurukshetra 
(2007-2008).

Responsibilities handled

· Good telephone manner and client interface skills

· data entry

· preparation of weekly reports and summary in industry and academics

· expertise in handling computer software’s for data acquisition

· handled enterprise resource planning (erp)

· maintenance of attendance records

· result analysis

· evaluation of administrative data of students

Computer Skills
· Good basic Knowledge of computer

· Excel, Word, Office, Internet savvy

CAREER SUMMARY
· A detail oriented and highly skilled in managing the things and possesses rich experience of 10 year as Office and Store Assistant.
· Proficient in managing the documents.

· Expert in prioritizing the work.

· Excellence in providing comprehensive administrative support to colleagues.

· Proficient in executing the programs using the limited     

      resources.

· Expert in assisting the seniors and manage the routine daily organization life.

MY ATTRIBUTES 

· qualified and result oriented

· dedicated and focused

· dynamic and multi-tasker

· highly motivated and flexible

· relationship management

· problem resolving capabilities

· good communication skills
· Ability to learn new things in short period

· Team work 

EXTRA CURRICULAR ACTIVITIES

· Participated in debate competition
· Participated in organizing college events and seminars

Personal Profile

· Father’s Name

:            Mr. Surender Sharma

· Date of Birth

             :
14 May, 1981

· Marital Status
                          :
Married

· Gender

             :            Male

· Languages Known                    :             Hindi, English & Punjabi

· Hobbies                                      :            Playing cricket, gardening and  

                                                                        Listening music
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    (Anshuman Sharma)
