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RESUME
SUMAN GULALIA
B-3/41, Sector – 18, Rohini
Mobile No. 9971763468
Email : suman0684@gmail.com

Career Objective
To attain milestones in the corporate world through hard work, perseverance and organizational growth.
Present Employer
ZAHEER SCIENCE FOUNDATON
(Forum of Scientists), 

4 Udyan  Marg, Cannought Place, Delhi 110001

Organization Profile
: Established in 1970 as an NGO to help the Government Departments in the promotion on scientific research and education. Presently the Chairman of the Foundation          Dr. A.R. Kidwai, Former Governor of Bihar, West Bengal, Haryana, Rajisthan, Ex-member of Rajya Sabha
Post held
:  PA to Scientists (Dr. A. R. Kidwai, Former Governor of Bihar, West Bengal & Dr M.U. Khan, Formerly Scientist NISTAD)
Duration
:  20 October 2014 to till Date.



Job Responsibilities  

· Drafting of letters.

· Maintenance of office records, filing etc. 

· Sending E-mails, Fax, Scanning
· Preparing the research papers book

· Prepare Abstracts 

· Prepare Foundation Brochure

· Send invitation letters to foreign delegates for the conferences & lectures.

· Making invitation cards.

· Prepare technical program with the help of Dr. M U Khan

· Making Power point presentation as per given instruction. 

· Type reports, agenda of the conference, minutes of the meetings. 

DELHI PUBLIC SCHOOL,

Mathura Road, Delhi
Organization Profile:
Delhi Public School Mathura Road, is the Flagship of DPS Fraternity, Six decades ago a group of visionaries lay the seeds of the large family. Deeply rooted in the post independent ethos of the county it had an auspicious birth on its present site in 1949.

Post Held:
UDC  
Duration:
From 1st July 2011 to 30 September 2014
Job of Responsibility
:  
· Keeping & all school students data in ERP system
· Entered the marks of student in ERP software and instructed offline and online through school website. 
· Entered new admission student’s records in the ERP from pre-primary to 12th class.
· Generation of mark sheet and taking printout of marks sheet of class 1 to12th. Handling all school result in the ERP and all students’ records in ERP software.
· Short listing the student’s admission form with help of teachers according to criteria given and entered the information & marks about shortlisted students and made the students list in excel for tests & interview.
· Typing Monday test, weekly test, downloading the papers and solution from school examination mail & compiled the same for student ERP login.
· Helped teachers how to make question paper in ms word, and marks list in excel work sheet. How to open mail account and how to send your paper to examination department. 

· Handling reception when receptionist is on leave.
· Entered student’s subjects’ code for CBSE registration class 9 & 10th.
Employer:

ZAHEER SCIENCE FOUNDATON
(Forum of Scientists), 
4 Udyan  Marg, Cannought Place, Delhi 110001
Organization Profile
: Established in 1970 as an NGO to help the Government Departments in the promotion on scientific research and education. Presently the Chairman of the Foundation Dr. A.R. Kidwai, Former Governor of Several States.
Post held
:  PA to Scientist 
Duration
:  From 14 September 2010 to 1ST JULY 2011
Job Responsibilities  
:
    Drafting of letters.

· Drafting of letters.

· Maintenance of office records, filing etc. 

· Sending E-mails, Fax, Scanning
· Preparing the research papers book

· Prepare Abstracts 

· Prepare Foundation Brochure

· Send invitation letters to foreign delegates for the conferences & lectures.

· Making invitation cards.

· Prepare technical program with the help of Dr. M U Khan

· Making Power point presentation as per given instruction. 

· Type reports, agenda of the conference, minutes of the meetings. 

Employer
VIGYAN PRASAR, 

A-50 institutional area, 

sector -62, Noida (U.P.) 
Organization Profile  :
An autonomous organisation established in 1989 under Department of Science and Technology. Objectives of VP are to take up large-scale science popularization tasks/activities, to promote and propagate scientific and rational outlook, to act as a resource-cum-facility centre for S&T communication.
Post held
:  Computer Operator

Duration
:
October 2004 to September 2010
Job Responsibilities : Page setting & layout design of monthly newsletter "VIPNET NEWS".

· Keeping all Science Clubs Data in Fox Pro 

· Typing work both in English and Hindi.

· Sending E-mails, Fax, Scanning pictures.

· Searching relevant information about Science & Technology on Internet.

· Developing & maintaining various databases. 

· Maintenance of office records, filing etc.

· Making PPTs as per requirement on various academic and administrative topics. 

· Drafting of letters (both Hindi & English) and sending replies.
· Typing articles related to Science & Technology.

Educational Qualification:
· Graduate  (BA) from Delhi University in 2005
· Passed 10+2 from C.B.S.E.  in 2002

· Pass 10th from C.B.S.E. in 2000

Technical Qualification:
· One Year Computer Course (Computer Operator and Programming Assistant) From National Vocational Training Institute for Women (Ministry of Labour, Govt. of India), Sector I, Noida U.P.
COMPUTER PROFICIENCY:
· M.S. Office 2007, Page Maker 7, Excel, Photoshop, Corel Draw

· Typing Speed in English 45 W.P.M. and Hindi 30 W.P.M.
PERSONAL DETAILS:
Husband’s Name

:
Mr. Vikram Gulalia
Date of Birth


:
10-4-1984

Religion


:
Hindu

Nationality


:
Indian

Marital States

:
Married  
Place:  Delhi
(SUMAN GULALIA)
Dated:  8th May, 2015
