                   CURRICULUM VITAE                                                                     
                                                  

                      K-2/309 Sangam Vihar
	                      Near Sai Tample 
                                New Delhi-110062	
		    		                                         Cont: - 9999253861                                                                                                                                                                    
   OM DUTT                                                E-mail:-omdutt1240@gmail.com                             
C A R R E E R   O B J E C T I V E :  
I wish to work in a challenging atmosphere, which provide me opportunity for learning and growth as well as allow me to contribute positively towards achieving company’s goals.
 A C A D E M I C    Q U A L I F I C A T I O N :
    :    10th Passed From C.B.S.E. Board.
    :    12th Passed From C.B.S.E.  Board. 
    :    B.A. (Pass) From  Delhi University.
 T E C H N I C A L  Q U A L I F I C A T I O N 
    : 	Basic Computer Course from reputed institute.
 :     Word.MS Excel, Power Point, Enter Net
 W O R K E D  E X P E R I E N C E S :al       
      :      TWO year Exp. With M/S  Amtak Auto Ltd. In IMT Manesar (hr),
     As a Computer Operator & Receptionist .                                                                                                      

         :	Six Months Exp. with M/S Philips Audio Video Service Center 
                   In E-255, Amar Colony ,Lajpat Nagar-IV,New Delhi-110024.  as a  
                   Store Incharge.
:	Currently working with M/s Skylark, 323 Palam Vihar Extn.Gurgaon.Working at ILBS Hospital, D-1, Vasant Kunj New Delhi- 110070. As a Help Desk/Clerk. Since Aug. 2012.

JOB PROFILE
· Maintain All file’s and all Drawing’s.
· Check incoming mail.
· Make an Attendance Sheet According to meeting.
· Check Meeting Notice, Agenda, and Minutes, Report etc.
· Make a Meeting Notice and Send to other person.
· Later Drafting.

S T R E N G T H : 


 	:	Ability to take challenge.
	:	Work with dedication and sincerity
	:	Positive thinking and confidence for achieving the target.
	:	Innovate Ideas with continuous learning and
                  utilize the best of my skills.

	P E R S O N A L  P R O F I L E :



Father’s Name     	:	Shri Ram Avtar

Date of Birth	:	22 /09/1986

Sex	:	Male

Marital Status 	: 	Married

Nationality	:	Indian

Religion	:	Hindu

Language Known	:	Hindi and English

Hobbies	:       Listening Music and Making Friends.

Salary	:	


Place: New Delhi

 Date :   			                                                  (OM DUTT)
				

					

