Curriculum Vitae 
Vabul Kumar
J-410, Sewa Nagar 
New Delhi – 110003
Email – vabulkumar@yahoo.in 
                                        Mob.: 9718928520
         

Objective



Seeking a responsible position in an organization to utilize my skills and abilities where opportunities exist for innovating & challenging professional and that offers professional growth and cross learning environment to accomplish progressive goals.

Professional Outline



· Worked from 2008 to 2009 with Tata Indicom (Post Paid) as a Multitasker.
· Working since May, 2009 to Sep, 2015 as an Office Assistant -Administration in Barak Valley Cements Ltd. 
· Working since Oct, 2015 still continuing as an Officer-Admin in Barak Valley Cements Ltd. There are my Job responsibilities are maintaining the documents relating to Administration 
· Managing the day to day operation of the office 
· Maintain to electrical, electronic and sanitary goods 
· Managing and keeping record of office stationery and consumable items

· Organizing and creating, expenses statements of office maintenance  

· Planning and scheduling meeting and appointment 
· Making travels and guest arrangement 

· Keep record of manpower and planning to replace the bad performance 
of the crew
· Coordinating with H.R. operation

· Working in a professional environment  
Academic Profile

	Course
	Institute/University
	Year of Passing
	Percentage

	B.Sc.IT
	Punjab Technical University
	2010
	65%

	Sr. Secondary
	Punjab Education Board Mohali
	2006
	72%

	10th
	Punjab  Education Board Mohali
	2004
	60%


Operating Skills  

·  Windows XP Professional, Windows 7,  MS Office and internet

Personal Profile

Father’s Name

:
Shri. Hori Kumar
            Permanent Address

:          VPO.: North Balupur
                                                         

P.S.: Ratua, Distt- Malda
                                                          

West Bengal - 732205
Sex



:
Male
Date of Birth


:
15-Feb-1988
Nationality


:
Indian

Religion


:
Hinduism
Marital Status

:
Married

Language Known                  :
English, Hindi, Punjabi and Bengali 

Declaration:
I hereby declare that all the information given above is true and correct to the best of my knowledge.

(Vabul Kumar)
