RAJU KUMAR			
Madanpur khadar New Delhi-110076
9341156628
bhardwajraju9341@gmail.com

Career objective:
· I am a hard working, self motivated person, looking for an opportunity to work and learn new skills in your organization. I am willing to contribute in the growth of your company, using my skill sets.

Educational Qualification:
	Qualification
	School /College
	University/Board
	Year of Passing

	B.A 3rd year
	DU
	PURSUING 
	2024

	12th
	GBSSS SARITA VIHAR
	CBSE BOARD
	2022

	10th
	GBSSS SARITA VIHAR
	CBSE BOARD
	2020








Additional Certificate:
· Completed Foundation Course From Lighthouse Communities Foundation.
Experience: 
• 1.4Year Experience Admin Executive in Navigant International Pvt Ltd.
• 3 Month Experience HR/Admin Executive in Intero solutions Pvt Ltd (A1 Travel Deals Pvt Ltd). 
       •   Handled All company management 
      •   Vendor Billing handled
        •   Daily expanse manage 
        •   All maintenance 
        •   Company Mail worked handle 
      •   Clients manage
      •   Daily Attendance work
       •   Perk Handle
       •  Security & Housekeeping management handle 
       •  Field Work
       •  Attend office Phone Calls
      •  Office Event Organization
 Skills:
· Ms word
· Ms Excel
Strengths:
· Open To Learn
· Accepting Challenges
· Honesty
· Cool minded
Hobbies:
· Book reading/ traveling

Personal Details:
Date of Birth		: 01/01/2005
Father’s Name		: Mr.Raj Kumar Singh
Gender		: male
Language known	: Hindi/English
Marital Status		: Single
Nationality		: Indian

				
