

                                                                                                                    Resume  

                                                                                

	NAME  
	DIVYA SHARMA


	FATHER’S NAME         
	RAJESH KUMAR SHARMA 
  

	DATE OF BIRTH  
	16.12.1991


	RESIDENTIAL ADDRESS
	AMER ,JAIPUR


	PHONE NO.
	7737193242


	QUALIFICATIONS
	
	ECONDARY
	64%
	IN 2007 AJMER
 BOARD


	SENIOR SECONDARY
	65%
	IN 2009 AJMER
 BOARD


	B.COM
	59%
	IN 2012 RAJ
UNIVERSITY


	M.COM
	48%
	IN 2017 RAJ
UNIVERSITY


	B.ED
	76%
	14-15




	
COMPUTER KNOWLEDGE
	
BASIC KNOWLEDGE OF COMPUTER, MS OFFICE, KNOWLEDGE OF TALLY ERP 9, TALLY 7.2. ,INTERNET SUFFERING, BACK OFFICE WORKS ,MANAGEMENT SKILLS.


	
OBJECTIVE
	
LOOKING FORWARD TO A JOB OPPORTUNITY WHERE HARD WORK & CONSISTENCY IS REWARDED & THERE IS AMPLE SCOPE OF FUTURE GROWTH.


	SKILLS    
	
GOOD COMMUNICATION SKILLS, MANAGEMENT SKILLS

	LANGUAGES KNOWN
	
ENGLISH, HINDI, RAJASTHANI

	MAIL ADDRESS          
	SHARMAANAMIKA158@GMAIL.COM 

	
WORK EXPERIENCE   
	
	1.HORIZON INFRA DESIGN (P) LTD,CONSTRUCTION COMPANY.

	JUNE 2012-APRIL 2013

	2.FOCUS IIT –JEE ACADEMY JAIPUR,MAVAVEER NAGAR.
3.SAMBHAV ACADEMY GOPALPURA BYPASS JPR
4.KALRASHUKLA CLASSES JAIPUR
	MAY 2013-MARCH 2015


APRIL 2015-SEPT2017
SEPT 2017-TILL TODAY






	
WORK AREA
	
MANAGING CLASSES, TIMETABLES,ACCOUNTING ON TALLY, CALLING FOR DUES, MANAGE MANUALY A/C, BANK WORKS, SALARY MAKING OR PAYMENT, CASH RECIVING OR PAY, MANAGING FRONT DESK,ETC.


	
INTERESTS
	
LEARNING NEW SKILLS, LISTING MUSIC, READING BOOKS, NOVELS .



							
