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Praveen Sharma				
H.No – 106, Shastri Nagar, 
Phase-II, Seemadwar, 
Dehradun (U.K) - 248146
Contact : +91- 8923201187, 9634267125
Email id : praveensh10@gmail.com

Career Objective
· To work in an organization where I can apply my expertise to learn continuously in the pursuit of achieving proficiency & excellence, thus giving me the maximum job satisfaction. An organization that allows me to showcase my potential and experience for the advancement of the organization.

Professional Qualification 
· Master of Arts (English)from SDSUV (2015)
· Bachelor of Arts from HNBGU (2012)

Academic Qualification 
	Name of Exam
	Board
	Year Of Passing

	10th
	C.B.S.E
	2006

	12th
	N.I.O.S
	2009




Additional Qualification
· One year diploma in Information Technology (2010) from Society for National   Technology Development.
· Passed Computer Teachers Training Course from Society for National Technology Development.
· Interim National Vocational Certificate from State Vocational Training Council Uttaranchal in Computer Operator and Programming Assistant (2011) from IIT (ITC), Dehradun.
Work Experience 
· Working as a Clerk / Office Assistant (Casual Employee) in Section Hospital, Indian Military Academy, Dehradun (U.K) with effect from 10th July, 2008 to till 9th Nov., 2024.

· Working as a Head Clerk / Office Assistant (Casual Employee Highly Skilled) at The Ministry Of  Defence, Indian Army Education Branch , 42 Infantry Brigade, Garhi Cantt, Dehradun (U.K) with effect from 3rd Jan., 2025 to 22nd March,2025.

Awards
· Award received from Indian Military Academy for honest and hardworking employee (Section Hospital IMA) Year (2024)
· Award received from Indian Military Academy for honest and hardworking employee                                                                                                (Section Hospital IMA) Year (2021) 
· Award received from Indian Military Academy for honest and hardworking employee (Section Hospital IMA) Year (2020) 

Skills / Responsibilities
· Management and maintenance of  IT equipments of office.
· Preparation of documentation related to procurement.
· Office Organisation & Administration.
· Maintenance of office records, letter correspondence, Data entry.
· Preparation of presentations for meetings.
· Provide assistance to reporting officer and Section staff.
· Data Entry in Medical Record Software.
· Basic knowledge of computer.
Strength
· Punctual & Adaptable.
· Heart worker & Quick Learner.
· Effective Communication Skills. 
· Simplicity, Honesty, Politeness & Calmness. 

Hobbies
· Listen to Music.
· Travelling.

Personal Details :
· Date of Birth	:	20.01.1988
· Father's Name	:	Mr. V.K. Sharma
· Mother’s Name	:	Mrs. Madhu Sharma
· Gender				 :       Male
· Languages Known	:	Hindi & English
· Marital Status	:	Married
· Nationality	:	Indian 

Declaration
	I, Praveen Sharma hereby declare that the above mentioned information is true to the best of my knowledge and I am ready to provide my original certificates and documents whenever required.



Place : Dehradun
			(Praveen Sharma)
Date :		
			 


