Objective
To work in a growth oriented and well managed organization, to organization’s benefit, there by achieving career and personal growth.
Major Strengths
· Dedication to the job assigned

· Hard work in nature

· Willingness to learn

· Positive attitude

· Confidence

· Self motivated

· Communication and Co operation
Software skills
Operating Systems
: Windows 95/2000/XP/7/8/8.1
Application Software’s
: MS Word, Excel, Power Point

Typing Speed 

: 40 wpm
Educational Qualifications
Bachelor Of Arts :

Specialization 
: BA Pass 

College 
: Shyama Prasad Mukherji
  


  college (University of Delhi)
Year 


: 2007
Intermediate (10+2) :
Board


: C.B.S.E.

Specialization 
: Arts
Year 


: 2004
Matriculation (10th) :
Board


: C.B.S.E.

Specialization 
: All Common Subjects
Year 


: 2002
Professional Qualification 
Computer Education: 
Diploma in Computer Applications in 2008.
Achievements

·    Awarded with certificate 'B' as cadet of NCC under the authority of Ministry of Defense, Government of India.

·    Awarded with First Prize for dance performance & appreciation certificate for services on the occasion of 20th ceremony of Maharaja Agrasen Hospital, Punjabi Bagh.
Work Experiences
· Worked as a Basic Computer Instructor in Basix Institute of Computers from July 2007 to December 2007.
· Working as a Junior Executive in Maharaja Agrasen Hospital, Punjabi Bagh, Delhi from December 2007 to till the date.
Job Responsibilities:

Purchases of:      
· Office, Printing & Computer stationery.
· Linen for dress material.
· General & Consumable items.
· Horticulture & Fish aquarium items.
· Books & Journals for Library.
To maintain:

· Records of Purchases.
· Stock of purchase department.
· Records of all the concern companies.
To Prepare:
· Comparative statement and arrange the negotiation meetings.
· Purchase orders.
· Rate contracts of the parties.
Capabilities:

· To find reliable and accountable vendors according to organization's need.

· Try to build up healthy relations between vendors and organization .

· To make enquiries regarding quality of materials.

· To do best negotiation with vendors in favor of organization to purchase material at minimum cost and maximum credit.

· To make co-ordination between the use department and vendors to ensure the best services.
Declaration
I hereby declare that all the above mentioned statements are correct to the extent of my knowledge.

Place:  DELHI
Date:






                 USHA SHARMA




USHA SHARMA


E.Mail :	� HYPERLINK "mailto:loveinpeterlouis@gmail.com" �i_ushasharma@yahoo.co.in�


Mobile:	+91 9971614930, 9811921161


Country :INDIA


Permanent Address:





C-1/7, Sector-5, Rohini,


New Delhi-110085.	





Personal Information:


Husband’s Name: Subhash C. Sharma


Date of Birth	: 08.09.1987


Sex		: Female


Nationality	: Indian


Languages	: English, Hindi


Hobbies		: Dancing &  Listening 


                          Music 		          








