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EDUCATION											___
I’ve studied B. Sc (PCM) and B. Ed (in PM Method) degrees from Bangalore University.
Also, along with studied….
1. Basic Computer Application Course.
2. Tally for Basic Accounting.
3. Basic Internet Course.
4. Tally 9.0 for basic accounting.

LNGUAGES KNOW										___
1. English – Speak, Read and Write.
2. Hindi – Speak, Read and Write.
3. Kannada – Speak, Read and Write.
4. Telugu – Just Speaking only.

SKILLS CUM STRENGTH								_________
1. Multitasking Ability.
2. Ability to work Independently.
3. Work under pressure.
4. Quick Learner.
5. Bold and aggressive.
6. Dynamic and Proactive Personality.
7. Excellent Event organization and management skill.
8. Go getting attitude.	
9. Excellent Vendor Management Skill.
10. Decision making and problems solving skill.
11. Punctual and commitment to the work.
12. Excellent administration skills with bringing the new policies to the system.	
13. Loyal and dedication in the work.

EXPERIENCE								_____________________
[bookmark: _Hlk139485467]1. GK National Public School – Located in Doddaballapur, Bangalore.
Designation: Executive Admin Cum Office Clerk from July 2019 to March 2021.
Industry: Education
Responsibilities Handled;
1. Maintenance of school neatness.
2. Greeting and welcoming guests and also facilitate them.
3. Planning, organizing and execution of the events as accordingly to the yearly events calendar. 
4. Handling purchase of office and school supplies.
5. Assisting in the HR and Principal work as and when required.
6. Handling housekeeping, security and Office boy and allot and monitor their tasks.
7. Handling Pantry by in checking stock of tea/coffee items, water cans, biscuits etc.
8. Handling repairs and maintenance of the all devices and equipment when needed.
9. Getting students admission, issuing their TC, Marks Cards etc.
10. Vendor management; Collecting invoices and follow up with accounts deportment till releasing their payment.
11. Courier handling; receiving and sending letters, documents, etc.
12. Transport Management; Co-ordinating with drivers to pick up the students and come to school in time.
13. Preparing drafts, memos and circulars.
14. Arranging meetings and taking minutes.
15. Prepare admission report, handling department works.
16. Sending emails and handling office clerical work.
17. Inventory management; checking and re-stocking of the stationery, school bags, sacks, uniform etc.
18. Handling and resolving inquiries and issues.
19. Assisting HR in the joining process of the candidates

2. At Vijaya Vittala Institute of Technology – Located in Chikkagubbi, Bangalore.
Designation: Executive Admin Cum Office Clerk from April 2021 to October 2022.
Industry: Education
Responsibilities Handled;
1. Maintaining students’ academic data and register.
2. Preparing offer letters, appointment letters, relieving and experience letter for staff and employees.
3. Preparing memos, circulars, letters and sending emails to the university.
4. Arranging meeting and organizing events as per the events calendar.
5. Answering incoming calls and forwarding to the concerned persons.
6. Facilitate and coordinate with staff and students.
7. Handling and performing back office duties like maintaining inward, outward register, staff attendance register, issuing tc, marks cards to the students, taking xerox and prints.
8. Generating Students and Staffs ID Cards.
9. Stock maintenance and restocking of stationary, housekeeping and other office equipment.
10. Playing an active and presentable role in the organization. 
11. Preparing students complete academic admission data for getting university approval and register numbers.
12. Handling university websites for scholarship, bus busses and updating info.
13. Collecting marks cards from university.
14. Assisting the Principal the academic activitie.
15. Sending proposals for getting management approvals for procuring the things.
16. Printing, scanning, xerox and filling the hard copies of the records and etc.
17. Preparing power point presentation.

3. CMS Computers Limited– Located in Vasanthnagar, Bangalore.
Designation: Admin Executive from January 2023 to June 2023.
Industry: Information Technology and Services
Responsibilities Handled;
1. Maintenance of office neat and clean.
2. Stock maintenance and re-stocking of office supplies like housekeeping and stationary materials.
3. Assist and facilitating the employees.
4. Handling pantry (ensuring the stock of milk, water cans, sugar, biscuits, tea/coffee powder, utensils and etc.)
5. Planning, organizing and execution of the events as per evets calendar.
6. Greeting, welcoming and facilitating the guest.
7. Arranging meetings as per the schedules.
8. Sending couriers and parcels.
9. Preparing monthly attendance of staff, security and housekeeping employees.
10. Handling purchasing the office supplies.
11. Writing emails for getting management approvals for the procurements.
12. Handling housekeeping, office boy and security staff (allot and get the work).
13. Handling repairs and other maintenance.
14. Collecting, reconcile and sending the vendors/contractors invoices for payments.
15. Answering the enquiries and incoming calls.
16. Sending weekly branch admin report.
17. Assisting and guiding the visitors.
18. Co-ordinate with milkman, waterman, security, maintenance team and building owner for immediately solving issues.

PERSONAL INFORMATION								___
Date of birth: 20-03-1989
Father Name: Gopalappa
Mother Name: Laxmamma
Email: anandshiravara@gmail.com
Phone: (+91) 7899040482
Emergency Contact No. : 9844567339

Thanking You

Anand S G
Date: 27.07.2024.
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