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NIDHI RAO
Email.Id :- ra16neha@yahoo.com Contact No. :- 9479732508 
CAREER OBJECTIVE:-
Seeing a career to utilize my knowledge, personal skills to gain comprehensive  
understanding of a reputed organization so as to take responsibility and contribute significantly.
PROFILE SUMMERY: -
· A dynamic and multitalented professional with exceptional Human resource      
knowledge having degree of MBA.
· Experience in all the Human resource aspect and policy.
SKILLS SET: -
· Ability to deal with people, creative.
· Willingness to learn, Honest, Self-Confident.
· Team player, Outgoing, Dynamic, Determinant.
· Ability to work independently.
· Openness to new ideas and other people's insights.
· Good analytical and presentation skill.
· Strong leadership and motivational skills.
· Meeting coordination, office administration, office management, Technical support, Time management, Inbound phone call handling, event co-ordination  
EDUCATIONAL QUALIFICAITON: -
· MBA Specialization with Human Resource.
· M.Com Specialization with Advertisement.
· B. Com Specialization with Compulsory Subject.
· HSC Commerce with first Division.
· Higher Sec. School with distinction.
· 2022 August B.Ed. (Bachelor of Education) from Rani durgawati university 
COMPUTER KNOWLEDGE: -
· Proficient in working on MS Office.
· Programming, Internet and E-commerce, Desktop Publishing
· OS windows 2000, XP, window 7
· Package: - MS Office, Excel, Power Point
· Course: -(PGDCA) one-year Post graduation diploma in computer application.
ACHIVEMENTS: -
·    Participated in inter college paper presentation and poster display.
· Participated in Painting and Rangool competition held at school and won first prize
·    Lead from the front in organization several formal and informal events and  won prize.
· Participated in all India Essay Competition on Mother Teresa conducted by e                  ...                           ducation news magazine Hyderabad and received best essay certificate.
·    Participated in an online visual designing traning programme “You can be a designer”  held on 29th july 2022 and learned online designing like Templates poster cards etc and recived certificate  conducted by CMAI Kerala region. 
EXTRA CURRICULAR ACTIVITIES: -
· Active participated in save Water Poster Display.																				

· Active participated in Planting Plants and stop Tobacco pouch                     
               selling campaign.
· Active participated in Drive 'ITS TIME TO END TB'.
· Active Participated in Sports Activities in school and won prize.
· Poster Displayed on Stop Plastic Use and how to renew wastage.
WORK EXPERIENCE: -
· Worked as a Teacher work profile as follow: 2018-06- ST joseph convent mission compound Gujrat
· Closely adhere to lesson plan's, and kept student motivated and focused.
· Develop motivated behavioral management.
· worked one-on-one with children with challenging behavior.
· Communicated frequently with parents, Students and faculties provide feedback and discuss instructional strategies.
· Supported student’s mental and social development using game and activities.
· Incorporated multiple types of Teaching strategies into class room 
· Kept students on task with modification and positive reinforcement  
· Worked as Year Office Administrator 2018- may- 2022 feb: - Amc health, Chittoor Andhra Pradesh
· Responsible for handling and answered phones .
· Kept files of all correspondence.
· Filing and typing, Filed Papers, typed reviewed.
· Operate office equipment like personal computer scanner, photocopies.
· Typing appointments letters
· Prepares letters and other correspondence.
· Communicates with clients and other office as the need arises.
· Arrange for the repair or troubles shoot of office equipment.
· Did various tasks assign by the supervisor or management.
·   Interacted with customers by phone provided and information
·   Organized, facilitated and participated in community service efforts
·   Assisted with coordination and hosting of company events.
PERSONAL INFORMATION: -
Languages	-    Hindi, English and Can Understand Marathi,  Bengali, Telugu, Gujarati, Rajasthan, Punjabi.
Address	-	Madhya Pradesh.
Hobbies	-	Badminton, Carom, Painting, Cooking.
DECLARATION: -
I hereby declare that the information furnished above is true to the best of           
my knowledge.
Date: .....................	MS. NIDHI RAO
Place: -
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