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________________________________________________________________________________________________________________
Career Objective

To be a dynamic professional and work to the full of my abilities and to build a symbiotic relationship with my organization where my effort would be rewarded with career growth.
Educational Qualification

· B Com (Pass) from Delhi University in the year 1999.

Academic Qualification

· PGDBM in IT and Finance from Guru Nanak Institute of Management in the year 2001.

· BTSM course from The Knowledge Tree an academy “Mother’s Pride”.

· CISM course from The Knowledge Tree an academy “Mother’s Pride”.

· Basic Computer Course from Natron Technologies.

Projects Handled

· Developed the website of Guru Nanak Institute of Management.

          URL :- www.gnimonline.com.
· Completed a study on the CICS (Customer Information Control System) of Indian Airlines. 

Work Experience

· Worked with Mother’s Pride School as

Computer Instructor

:  Feb’06 to July’08.

Photo Coordinator

:  July’08 to November‘12

· Worked with Navjyoti India Foundation as Coordinator Administration from November’12 to May’13
· Current working with HOCUS POCUS (Marvel Group) as Execution Manager from July 2013 till date.
Job Profile with Mother’s Pride
Event Manager 


:  Time Management





   Good Parent Interaction





   Damage Control

   Problem Solving
Software Handling 


:  Playschool Management System.
Kids Gallery 

: Uploading & updating the online web  

  pages of kids.

Job Profile with Navjyoti India Foundation

· Compliance to the Good Governance 
· Procurement Procedure for Cost Minimization

· Salary Administration

· Facility Management

· Record Management

Job Profile with HOCUS POCUS – Marvel Group.

· Lead and developed full scale project plans and executions.

· Defined the project scope of work, and delivery.

· Managed the operational and technological aspects of projects based on time-lines and work plans.

· Directed, supervised, supported and coordinated the project staff.

· Communicated extensively with clients, vendors to establish cordial/effective working relationship.

· Followed up with clients to verify satisfaction.
 Computer Skills
Operating Systems


: 
Windows  XP, 2000.

Other Skills



: 
Photoshop, Coral.
Personal Information
Father’s Name 


:
Sat Pal Arora.
D.O.B
     



:
20th May 1978.
Linguistic Ability


:
English & Hindi.
I hope my particulars will suits up to your requisites and if a chance is given to me I assure you that I will perform my responsibilities up to the mark of your satisfaction.
(REENU ARORA)
