RESUME

CHARAN SINGH
Flat No. 137 SF, Sector CHI-04, 
Greater Noida, (U.P), PIN-201310
Mobile: +91-9811810279, 9458824023 (UP)
E-mail: charan_singh63@yahoo.com; charan.singh63@gmail.com
SUMMARY:
MBA (HR & MKT) and Master degree(Pol. Science) with 14 years’ experience in various organizations i.e. Construction & Design Services [C&DS] – A UP Govt. construction agency, Mangalmay Institute of Management& Technology, Apeejay Institute of Technology, Greater NOIDA,as Personal Assistant to Director, Deputy Registrar with Maharishi Institute of Management, Greater Noida, Registrar with HIMT, Gr. Noida & Registrar with Aster College of Education, Greater Noida.
OBJECTIVE:-
To do well in the institution where my best skills utilize and explore maximum benefits & also the growth of the institution.
PROFESSIONALQUALIFICATION:
· Master in Business Administration (MBA 2010-12) from IMS, Gajraula(Aff.To UPTU)
· Post Graduation (M.A.) from MJP Rohilkhand University, Bareilly 2009.
· Graduation (B.A.) from MJP Rohilkhand University, Bareilly 2005.
Intermediate (PCM) from UP Board in year 2001.
· Matriculation (Science Group) from UP Board in year 1999.
OTHERSCOURSES:
· DCA (Diploma in Computer application) from NEIIIT, Amroha.
· Shorthand/Typing in English & Hindi with 80/50 wpm.
COMPUTER SKILLS:
· MS Office (Word, Excel, PowerPoint, Outlook), PageMaker, CorelDraw, Internetetc.
EXTRA CURRICULAR ACTIVITIES:
· Participated in 10 days (240 hrs) camp of NSS (National Social Scheme).
· Participated in Inter Collegiate Cricket Tournament.
WORK EXPERIENCE:
1. Presently working as Admin Officer with Creamy Foods Ltd from 1st Feb., 2023.
2. Worked as Registrar/PS to Principal with Aster College of Education, Greater Noida from April, 2019 to January, 2023.
3. Worked as Registrar with HIMT Group of Institutions, Greater Noida from May, 2016 to March, 2017.
4. Worked as Deputy Registrar with Maharishi Institute of Management, Greater Noida, PANNA & Bhopal (MP) since April, 2012 to April, 2016.
5. Worked as Personal Assistant to Director with APEEJAY Institute of Technology, Greater Noida (U.P.) from March, 2009 to April, 2010.
6. Worked as Office Secretary with Mangalmay Institute of Management & Technology, Greater Noida (U.P.) from September, 2007 to February, 2009.
7. Worked as Computer Steno-typist with Construction & Design Services (A U.P. Govt. Enterprises), Moradabad (UP) from May’ 04 to July’07. 

Roles and Responsibilities:
· Planning and execution of day-to-day admin work for smooth functioning of the organization.
· Preparation for organizing meetings, seminar & other important get-together.
· Noting/Drafting, Typing, Preparation of Documentations/Reports.
· Liaison work for obtaining Approval/Affiliation/NOCs & License from Govt. Authorities i.e. (CBSE/AKTU/CCSU/BTE/AICTE/EPFO & ESIC/LABOUR & CIVIL COURT, etc.)
· Responsible for collecting/recording/maintaining and reporting of student records.
· Maintaining day to day attendance, preparation of monthly salary.
· Providing salary slip & necessary certificates to concerned employees, as required.
· Responsible for fulfilling the criteria of affiliating bodies norms and regulations.
· Appointed as the disciplinary authority for the employees and students of the institute. 
· Daily update information university/Govt./other share with the director.
· Correspondence with university& all Govt. offices through Director.
· Maintain Students Personal Files & Data.
· Resolution of student disputes as they relate to records and registration.
· To supervise Examination (Internal/External).
· Preparation of all type of Bonafide. Letter for Driving License, Pass Port, Bank Account, Scholarship Purpose of Central & State Govt. 
· Day-to-Day Student Activities & Queries.

PERSONAL DETAILS:
Father’s Name   	: 	Sh. Teeka Ram
Date of Birth		: 	8th May 1982.
Marital Status	: 	Married
Language Known	: 	English, Hindi.

PERMANENT ADDRESS:
		Village 		: 	Ent ka Rarha
		Post			: 	Rajabpur
		District		: 	Amroha
		State			: 	U.P.	
Pin.			: 	244236
Mobile No		: 	+91-8447304097

REFERENCES:
	Mr. S. N. KAUL (Ex IG-CISF)
Advocate - Delhi High Court
B-155, NSG SAS Ltd. Gr.Noida
Mobile No. 7838238535
	PROF. (DR.) GOPAL KRISHN THAKUR
Professor & Head-Education Dept.,
Mahatma Gandhi Antarrashtriya Hindi Vishwavidyalaya,Wardha, Maharashtra
Mob No.:08007845441, 9310944835



DECLARATION
This is to certify that all above particulars/information are true and correct to the best of my knowledge and belief.

Date: 05/05/2023	
Place:	Greater Noida								(Charan Singh)
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