CURRICULAM – VITAE
                                                                                                                   D/O Mr. Raj Singh Hooda
WZ-47-A, Gali No.- 16,

Prem Nagar, Uttam Nagar,

New Delhi – 110059,

Mob No. : - 9958518712

ASHA                                           E. Mail : maniasha_2007@yahoo.co.in

CAREER STATEMENT
 “I feel that my greatest strengths are firstly my strong commitment to providing a professional service to fellow colleagues. Secondly my skill at developing and maintaining a close working relationships with people from all social backgrounds, which in turn helps me to gain a in-depth understanding of their individual needs. Thirdly my real passion for the HR field as a whole, an obsession which allows me to spot trends and develop best practise processes.” 

EDUCATIONAL QUALIFICATION

· M.B.A – HR from I.G.N.O.U 
· Graduation B.A. (Programming) from Delhi University. 

· Senior Secondary Passed from C.B.S.E Delhi in 2004
· Higher Secondary Passed from C.B.S.E Delhi in 2002
PROFESSIONAL QULIFICATION

· One Year Stenography Course from Y.W.C.A  
· Two Months Comp – JT course from New Delhi Women Institute 
· One Year Computer Application Course from Y.W.C.A 
· Six Month Computer Operator Course from Nibbles Institute 
· Diploma in Management (DIM) from I.G.N.O.U 

· Post Graduate Diploma in Management & PGDHRM from I.G.N.O.U
COURSE CONTENTS

· Short Hand                    (Speed : 80 w.p.m)

· Typing                           (Speed : 40 w.p.m)

· Computer Application  (MS Office : Word, Power Point, Excel, Excess & Internet)
· Office Management & Personality Development  

WORK EXPERIENCE 

	Organization
	Designation
	Duration

	CMC Ltd. Comp. (Job Training)
	Stenographer
	From 11/5/2005 to 25/5/2005

	Sir Ganga Ram Hospital (Obst & Gynae)
	Secretary
	From 15/4/2006 to 1/3/2012

	Sir Ganga Ram Hospital (MS office)
	 Medical transcription 
	From 4/6/2014 till date


AREAS OF EXPERTISE 
· Making Presentations & Excels work
· Making Discharge slips of all Departments 
· HR process & systems

· Handling Emails & preparing replies, letters internal & external communication

· Note taking

· Document management

· Making Thesis & handle project work  

· Handling conferences, CME, workshops & so on.  


PERSONAL SKILLS 

· Energetic                                                  ►  Time management 

· Decision making                                      ►  Attention to detail 

· Excellent communicator                          ►  Tactful & articulate 

· Problem solving                                       
PERSONAL DETAILS

· Father’s Name                     :    Sh. Raj Singh Hooda 

· Date of Birth                         :  18th October, 1986

· Languages Known                :  English & Hindi 
· Marital Status                        :  Single 
DECLARATION 
I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.
Place  : Delhi 
Date   :      /2015                                                                                  (ASHA) 







