CURRICULUM VITAE
REKHA BISHT
10, Ballupur, Uddiwala, Near Synergy Hospital, Dehradun,


 

(Uttarakhand)-248001 
Mobile No. 9971819893, 8010243040 

E-mail:- rekha_sajwan@yahoo.com
Career Objective

To be part of the organisation where I get good chance to utilize my capabilities in Administration and to hold a position that contribute towards achievement of organizational objectives in professional manner.

Academics

· Graduate BA (Pass) from Delhi University (1998)
Professional Qualification

· One year Diploma Course in Steno Typist from I.T.I. Malviya Nagar, New Delhi in 1997.

Computer Skills

· Successfully completed one year Certificate Course in Computer Operation from Shivam Computer Services, South Extension-I, New Delhi in 1996.

· Expertise and working exposure in computer environment (Windows Vista, MS-Word, MS-Excel, MS-Powerpoint, Internet & E-mail etc. 
Other Skills

· Creating awareness about social media marketing skills through various e-learning programmes. Hold various seminars / webinars in school, colleges and other institutions about creating awareness of wellness through best nutrition and to create awareness about developing entrepreneurship skills among people.  

Present Experience:
Organization :
Forever Living Products India


Multi National Company deals in Health and Wellness through providing best nutrition and business opportunity in 160+ countries since 1978.
Designation :
Manager

Profile :
To create awareness about health by wellness program through various digital mode and one to one meetings. Work from home.
Period :
April, 2017 till date

Organization :
National Institute of Fashion Technology (NIFT)  New Delhi

Designation :
PA to Ms. Pramila Sharan, IRS 

Addl. Director General (ADG)
Period :
August, 2015 to March 2017
Brief Description :-   
National Institute of Fashion Technology was set up in 1986 under the aegis of the Ministry of Textiles, Government of India. It has emerged as the premier Institute of Design Management and Technology

Designation :
PA to Ms. Jyoti Mehta, IOFS, Chief Vigilance Officer 
Period :
March, 2014 to August, 2015
Organization :
Indira Gandhi National Open University, New Delhi

Designation :
Personal Secretary in DEP-SSA Project 

Period :
October, 2011 to October, 2013
Pay Scale:
Rs.9300-34800+G.P.4200/-

Brief Description :-   
The Distance Education Programme (DEP) is a major intervention under Sarva Shiksha Abhiyan,  created, by the MHRD, Government of India, on 1st July 2003, to implement the distance education activities under SSA in the country.  Indira Gandhi National Open University is the nodal agency responsible for implementing the distance education component throughout the country.  This national level project aims at providing need-based and local specific training to teachers and other elementary education functionaries associated with SSA and RTE, by employing the open distance learning mode. 

Organization :
National Institute of Health and Family Welfare, New Delhi
Designation :
Technical Assistant (Secretarial) in RCH Project under National Rural Health Mission.

Period :
March 2001 to August, 2011  
Brief Description :-   
National Institute of Health and Family Welfare is an Autonomous / Apex Technical Institute funded by the Ministry of Health and Family Welfare for promoting Health and Family Welfare Programmes in the country through Education & Training, Research & Evaluation, specialized services, consultancy and advisory service.  This Institute has been appointed by MOHFW, GoI as a Nodal Agency for Coordination of all the Training Activities in the country under the National Rural Health Mission - Reproductive and Child Health Programme – II.
Previous Assignments:-

Organization :
NCERT, Delhi

Designation :
Steno Typist, Gr. III 
Period :



August, 2000 to October, 2000. 

Brief Description :-   
The National Council of Educational Research and Training (NCERT) is an apex resource organisation set up by the Government of India, Provides advice and support for the improvement of school education.

Job Profile:-
Assisted the Head of the Department (HOD) in 
managing his office.
Previous Assignments:-


Organization :
Group 4 Securitas Guarding Ltd., Delhi

Designation :
Secretary
Period :



February ‘1998 to May, 2000

Brief Description :-   
G4S is the world's leading international security solutions group

Job Profile:-
                                 Handling Branch Office day-to-day work 





independently.

Personal Details

Date of Birth

: 
4th March, 1978
Husband’s Name
: 
Mr. Gajendra Singh Bisht (Profession: Advocate)
Marital Status
: 
Married

Language Know
: 
English, Hindi & Garhwali
Hobbies

: 
Reading, Traveling, helping people towards good health 



and motivating them to stay positive in life. 

Date:____________

Place: Dehradun 






(Rekha Bisht)
