RESUME

Devarajulu D



                    S/O  Subramanyam
                                                                                   Bangalore

                                            Email ID:devarajulud78@gmail.com  
                                            Phone No:- 9380641237

Objectives: 
 Dedicated Administrative Executive with a successful track record of managing administrative activities and operations at the Academy of Pastry and Culinary School for the past 5 years. Seeking to utilize my skills in staff management, facility maintenance, vendor relations, and event coordination to contribute to the school's continued success.

1. Oversee and manage all administrative activities, operations, and staff at the Academy of Pastry and Culinary School, ensuring smooth day-to-day operations.

2. Handle student admissions, including processing applications, coordinating interviews, and managing enrollment procedures.

3. Successfully manage and execute various school events, including culinary competitions, workshops, and graduation ceremonies.

4. Take charge of procurement and inventory management, including ordering culinary tools and supplies to support the school's educational programs.

5. Ensure efficient staff and student attendance tracking, optimizing time management and accountability.

6. Establish and maintain positive relations with vendors and negotiate cost-effective agreements to reduce operational expenses.

7. Lead the housekeeping and security teams, supervising their activities to maintain a clean and safe learning environment.

8. Manage facility maintenance, ensuring the school's premises are in excellent condition, and coordinate repairs and improvements as needed.

9. Collaborate with department heads to maintain and enhance academic and administrative processes.

10. Maintain strict confidentiality of sensitive information and handle administrative tasks with discretion and professionalism.

ACAEMIC HONOURS:
	Course
	Specialization
	Board/university
	Year of        passing
	Grade

	B.Sc
	Computer Science
	Dravidian University
	2013
	First class

	Intermediate
	Intermediate
	Board of  Intermediate Education
	2010
	Thried class

	S.S.C


	S.S.C
	Board of Secondary Education
	2008
	Second class


 Professional Experience:
1. As a admin executive in sugar craft PVT LTD  (May 2018 TO till now ).
2. As A CSR Lifestyle International Pvt Ltd (February-2014 TO May 2016) (Landmark Group)  .                            
3. As a cashier Splash fashion India Pvt Lit ( Jun 2016 TO March  2017 ) (Landmark Group).
4. As a Inventory controller & cashier Aditya Birla fashion and retail    limited     ( April 2017 TO May 2018).
SKILLS:

computer skills

· MS Office, C, C++,HTML,Data Entry
Working skills
· Staff Management and Leadership
· Event Coordination and Management
· Vendor Relations and Cost Control
· Student Admissions and Enrollment
· Procurement and Inventory Management
· Facility Maintenance and Improvement
· Attendance Tracking and Reporting
· Team Supervision and Training
· Confidentiality and Professionalism

 Languages: 
               Fluent in English, Kannada , Hindi & Telugu
DESCRIPTION:

· In the analysis,employees perception on training programmes and socio-economic conditions of the employees, and identified the company position now.

STRENGTHS:

· Self motivation

· Hard working

· Vendor Relations and Cost Control
VOCATIONAL TRAINING:

· Vocational training course in Retail Sales(Dec 2013-2014) Unnati

· Canter,Sadananda Nagar, Bangalore-38.

Topics covered:
· About Retail Sales industry

· Communicative English

· Life skills personality Development

PERSONAL DETALIS:

Name                                               Devarajulu.D

Father’s Name

                Subramanyam.D
Address for Communication           Birugundla Palli(V)

                                                         Muddan palli(P)

                                                         Ramakuppam (M)

                                                         Kuppam(T)

Mobile Number                               +919380641237
Date of birth                                    31-12-1992

Gender                                             Male

Marital Status                                  married

Hobbies                                           Reading Books,  Cricket, Kabadi,

Nationality                                       Indian

DECLARATION:

I hereby declare that the information given herewith is correct to my knowledge and I will responsible for any discrepancy.

Place: Bangalore
Date:                                                                            Devarajulu.D
