CURRICULUM – VITAE     

PERSONAL PROFILE

        


PERMANENT ADDRESS
Name                         : Shilpi N Tanwani



House No.- A/5, Anand Vihar Colony, 
Husband’s Name    : Mr. Nishant Tanwani          


1st floor,Near Nature Cure Hospital, 
Date of Birth           : 14th June, 1983
         


Anand Nagar, Raipur - 492001
Marital Status         : Married

          


Self (Mb.)           :  7898919643
Gender          
   : Female                                                                               (Husband-Mb.): 9754850000                                                                       
Languages Known :English & Hindi
                      

(E-mail):shilpisharma14@yahoo.com  
===================================================================================
Vision:
To work in an innovative team environment, holding a responsible position, which would enhance my skills to work and make a positive contribution towards the company’s goal to achieve the best. 

===================================================================================
Educational Qualification:
2004  : Graduate in B.Com (P) from DELHI UNIVERSITY.

2001  : Pre-Degree (10+2) with Commerce stream from N.P. Girls. Sr. Sec. School, Gole Market,               

                  New Delhi

1999 : Matriculation (10th) from N.P. Girls. Sr. Sec. School, Gole Market, New Delhi.

===================================================================================
Professional Qualification:
2001-2002 : Comprehensive “Diploma in OFFICE MANAGEMENT” from YMCA’S  Institute for Office Management.

Duration : One Year
Contents : Office Management 


          Business English Communication


          Business Correspondence (Elementary English)


          Computer Applications 

         (Includes: MS Word, Internet, MS Excel and PowerPoint)

Distinction Awarded : 84% Aggregate in Office Management, 75% Aggregate in Business English Communication, with 1st Division.

===================================================================================
Working As:
2016 onwards:

Executive Assistant to,

The Principal

Christel House India

Naya Raipur

JOB PROFILE:

1) Managing the day-to-day operations of the Principal office - As per Principal's instruction, ensure that operations/instructions are being followed up and functioning smoothly.

2) Planning and scheduling meetings (FtoF/via video conf.) and appointments and prioritize tasks - Concern members of the meeting will be intimated well in advance and consistent reminder about meeting/appointment.

Daily discussion with the Principal on how to handle various issues as arise. 

3) Policy Implementation - Based on Principal's instruction, Policy/Instructions will be prepared and will be communicated orally or via Notice Book and ensure that is strictly followed.

4) Document all concerned to Principal’s office - document it on day to day basis

5) Coordination with departments (Subject Heads, SSD, Stores) - consistent follow up and maintain healthy professional relationship

6) Coordination with CH BLR - Education Dept. & F&A Dept. in terms of any matter / report detailing 

7) Coordination with SSD /Stores for any workshop / programme

8) Daily Attendance, Monthly Report & Weekly Report - Daily Attendance sent to CEO-CHI, Dir. - Education, Dir. - F&A, Principal.

Monthly Report after all necessary data collection sent without fail to CH BLR every month.

Weekly Report sent without fail to the CEO-CHI, Dir. - Education, Dir. - F&A, Principal with weekly detailing including Students & Staff attendance, Health report, Daily Plans, SSD updates etc.

9) Business Plan – BOY & EOY, Dashboard – BOY & EOY to be prepared and sent to HO, Appraisals to be co-ordinated BOY, Mid Year & EOY to be sent to HO.

10) Term Examination Scoresheet, RTI scoresheet, Monthly Assessment scoresheet - All scoresheets are maintained & sent regularly after the examination as scheduled to Bangalore.

11) Annual Competitions - Competitions - Inter-house, solo, group competitions are held from K-3 as per approved & students are awarded as per their winning positions.

12) Maintain Overall teacher Register & update to Finance on Monthly Basis - Attendance will be checked and updated regularly of Teacher's & Admin. If any teachers/staff have not filled application will be intimated to complete necessary process with a written communication signed by the Principal.

Attendance register's & Leave file will be updated by end of every month and submit it to Finance dept. for payment process. 

13) Electronic Gadget Register - includes laptop accountability, projectors, camera - Follow up with the staff to ensure that they have returned the borrowed gadget on regular basis & before proceeding for holidays/leaves.

14) Maintain Inward Courier Register, Teacher's In & Out movement Register, Printing record register, camera register, Notice register, Late coming-Early departure of Teachers  

15) Maintain Golden Student of the Month's record, CV's received - Co-ordination with Teacher's to give student's Golden Student batch every month, curricular activities etc.

Maintain database for all the CV's received.

16) Maintain Examination papers – Printing, settings of Examination papers, answer sheets maintained for record keeping

Worked As:

2011 – 2016  :                         
Personal Assistant to,

COO - Project Head

M/s GMR Chhattisgarh Energy Ltd. 
JOB PROFILE:

1) Provides a complete secretarial service to Project Head to enable him to concentrate on mainstream

        activities. 

2) Provides a complete correspondence service - routing correspondence as necessary and drafting

        replies where appropriate, to ensure the efficiency.

3) Maintain confidentiality.  

4) Maintain time management/diary service for the Project Head to ensure to attend all key meetings

        at the appointed times.
5) Makes travel arrangements in a time-effective way, including booking itineraries/accommodations,

        ensuring most effective use of PH’s time.

6) Communicates PH’s instructions or desires to various individuals and/or departments, and

        furnishes/obtains information, as required.
7)    Receives and screens telephone calls, letters, and/or visitor’s, furnishes information as necessary to  

        ensure availability of data and efficiency of service.

8)    Prepares routine letters / mails, PH’s official expenses report.
9)    Performs related work as assigned.
2006 – 2010: 
Executive Secretary–cum–Accounts Assistant 

Senior Manager (Accounts)

M/s FIL INDUSTRIES LIMITED
JOB PROFILE:

1) Assisting & Providing Support to the Sr. Manager (Accounts) in Day-to-Day activities/matters.

2) Taking Dictations & Transcriptions.

3) Generating Monthly Reports.

4) Preparation of Presentations.

5) Managing E-mails, Documents, Telephone Calls, Facsimile.

6) Self correspondence on all routine/business matters.
7) Checking & Processing of bills for payments, Feeding of Monthly Invoices.
8) Handling & Maintaining of Filing Systems / Upkeeping of Records.

9) Liaison with Banks, preparing of daily bank deposit details, preparing of daily Bank Position to be

sent to the Management.
10) Co-ordinating with all other branches/depots, Departments & Seniors.

                             ===================================================================================
2005 – 2006:  

          
Secretary, for 

The Director

NEW DELHI YMCA

INSTITUTE FOR CAREER STUDIES
JOB PROFILE:
      
1) Dictation & Transcription.

2) Filing & Documentation.

3) Maintaining important data base.

4) Coordination with other Departments.

5) Handled student’s / visitor’s queries. 
6)   Handled Incoming Telephone calls.

        7)   Handled Correspondence. (Courier, Fax, E-mails and Internet)

===================================================================================
2002-2005:    
Secretary, for 

AMBASSADOR S. L. MALIK

ASIAN COMTECH CONSULTANTS PVT. LTD.

JOB PROFILE:

1) Dictation & Transcription.

2) Independent Business Communications.

3) Filing & Documentation.

4) Maintained Appointment Diary.

5) Maintained important data base.

6) Making Travel Bookings.
7)    Maintained Front Office.

          8)    Handled Visitor’s.

          9)    Handled Incoming & Outgoing Telephone calls and EPABX.

10)   Handled Correspondence. (Courier, Fax, E-mails and Internet)

=========================================================

MY STRENGTHS:

1) Proactive and Hardworking.

2) Enthusiastic to learn new things.

3) Good Sense of Humour.

     (Shilpi Nishant Tanwani)
