                                                                                   PRIYANKA KUMAWAT 

Mobile: +91-8955336408 (  Email: priyankakumawat3303@gmail.com
Address: A-103 Verma Colony Shastri Nagar jaipur 302016
CAREER OBEJECTIVE-
To develop my career as a professional where I will be a valuable team member, contributing meaningfully       and working for a progressive organization, which provides ample scope for professional growth.
JOB SUMMARY-



	· 6  Month Experience as Computer Operator in Satellite Hospital. – May 2014 to Oct. 2014

· Compiling data of medicine in stocks.

· Data of medicines given to the patients every day.

· Assessing requirement on the basis of consumption.

· Maintaining records.



	· 3 Year Experience at ITI (Industrial Training Institute Jaipur) – Sept. 14 to Sept. 2017
· Teaching students English Stenography.
· Teaching students Computer’s basic knowledge & English, Hindi typing.
· Handling office work.
· Mailing to Govt. offices.


	· 6 Months Experience as back office work & computer operator in Deputy Directorate of Technical Education, (ITI Campus) Jaipur – Oct. 2017 to March 2018.
· Drafting e-mails, replying of e-mail received/sent to Govt. offices.

· Maintaining office records.

· Maintaining dispatch register.

· Preparing presentation of data received from govt. & pvt. ITIs.



	· Presently working as Executive, Business Development in Kalpataru Power Transmission Ltd. – Since April 2018 
· Assisting to Sr. V.P. Sir & other Senior Executives in the Jaipur Office.

· Taking Dictations, Formatting the data & communicating on behalf of the Sr. Executives.

· Follow up on monthly MISs & MoMs.

· Coordination with the Biomass Plants, Regional Office.

· Handling General Admin works, Managing Guest House, Housekeeping & Welfare, Travel Desk related works.

· Handling Office Filling system.

· Handling Incoming & Outgoing Calls.

· Updating paperwork, maintaining documents and word processing. 

· Creating, maintaining and entering information into database.

· Organizing travel, accommodation and reservations.

· Coordinating the various meetings & making necessary arrangements.

· Handling miscellaneous Back Office Work.

· Support in preparation of Jaipur Office Budget.
· Preparing Presentations for Sr.V.P. Meetings.

· Recruitment Process.
· Maintaining the database & personal files of all the employees and Ensure updating of all the documents.

· Leave update in SAP.  

· IT (Computers and Internet) work, AMC work etc.,

· Works related to Group Companies like KL, Division like TL etc.


PROFESSIONAL QUALIFICATIONS-
	COURSE
	BOARD/UNIVERSITY
	YEAR

	DIPLOMA IN BANKING AND FINANCE

& FINANCE
	University of Rajasthan.
	2014

	Master of Cost Control & Accounts (MCCA) 
	University of Rajasthan.
	2013


ACADEMIC-
	B.Com 
	From University of Rajasthan.
	2011

	XII
	From R.B.S.E. 
	2008

	X
	From R.B.S.E.
	2006


TECHNICAL SKILLS
· RS-CIT 
· DIPLOMA - STENOGRAPHY ENGLISH.

COMPETENCIES

· Knowledge of Computer

· Internet surfing & email etiquettes

· Hindi & English Typing & Shorthand
SKILLS

· Good communication

· Good Inter-personal 

· Handling MIS & Reports 

PERSONAL DECLARATION:
	DOB
	10-Jan-1992

	Gender
	Female

	Father’s Name
	Babulal Kumawat 

	Permanent contact number
	+918955336408

	Languages Known
	Hindi, English,

	Permanent Address-(Line-1)
	A-103 Verma Colony 

	Permanent Address-(Line-2)
	Shastri Nagar jaipur 302016


I declare that the above information is true to the best of my knowledge.

  Place :-  Jaipur         







      Priyanka Kumawat


