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Trupti P. Dasadiya
Personal Details

Date of Birth
:
7th August 1981

Age

:
38 Years.

Marital status
:
Married

Appearance
:
An excellent health with pleasant appearance.

Languages
:
Can speak English, Hindi, Gujarati fluently and have          

working knowledge of above three languages.
Academic Qualifications 

· Diploma in CACD & DM

(Diploma in Computer Aided Costume Designing & Dress Making
Surendranagar, Technical Exa. Board.

· B.Com. with Computer,

Surendranagar, Saurashtra University, Rajkot, Gujarat.

· PGDCA (Post Graduation Diploma in Computer Application)

Surendranagar, Saurashtra University, Rajkot, Gujarat.
Interests & Hobbies

· Reading, Story Writing, Painting and Doing RND on computer.
Computer Skills
Skills 
 

:  HTML, DHTML, C, Java Script, SEO, Tally.
Operating Systems
   
:  Windows Xp , Windows 7 

Web Technologies  
:  HTML , DHTML, Java Script, JQuery

Others


:  Microsoft Office Words(45 WPM), Excel, Power Point, FrontPage
Strength
· Built strong, cooperative working relationships with co-workers, vendors, Distributors and customers.

· Creative problem solving and solution-oriented work style, decisive and confident decision-making and in-depth proficiency with new technology trends.
· Experienced in managing multiple tasks in a pressure environment.

· Exceptional versatility and adaptability.

· Dedication and hard working are my greatest strengths. My organizational skills & studious nature allows me excel at whatever I do.
Responsibilities

· Being only CBSE REPRESENTATIVE, co-ordinating for academic documentation with AJMER & DELHI Region. 
· Generate CBSE Inspection report and documentation.
· Academic process for new class permission.
· Arranging & Co-ordinating for various Training Programme
· Salary Administration.
· Recruitment, Joining Formalities & Exit Formalities.

· Leave Management & Maintain Punching Records

· Employee Data Management.
· Routine Administrative Work – all the student data management, School fees management, Student of 10th and 12th online process for Board-examination.

· Co-ordination with DEO office at Gujarat and Gandhinagar office.

· Staff welfare activities.
· Examination Administration 

· Coordination with other schools of Shayona Group – Shayona Vidya Vihar, Triveni Vidyalaya, Elite Boarding School for Functions & Festivals

· Arranging Induction Programme for new joinees . Maintain various training records attended by New employees

Work Experience 
· Currently working with SHAYONA EDUCATION GROUP, New Shayona Int. School, Amedabad as a HR/Admin since 2016.
· 2 yrs of exp. In Amrut Indian International school as a HR/Admin, Admission Counselor, Data management, Maintaining all documents and online process.
· Currently working in 1.5 yrs of exp. In Anand Niketan School(ICSE) as a HR/Admin, Data Management and Admission in-charge . 

· Total 5 yrs of experience in Juriscape Legel Research Pvt. Ltd. As a Technical Research Executive in RND Division & last 1 year working in HR for part time. 
· 1 Year experience in NICT Dhrangadhra as Receptionist and Computer Lab Asst. 

· 14 Months Experience in AZURE (Styx Infosoft Pvt. Ltd.) as Call Center Executive in Ahmedabad.

· 6 months of experience in KrishInc as a SEO Executive.

Career Objective 

To be employed in a dynamic, fast paced business environment, this involves professional challenges and also appreciates hard work and integrity of skills in carrying out responsibilities. 

Contact Detail
A-2 / 53, Nirman Complex, R. C. Technical Road,

Nr. Shayona City, Ghatlodia, Ahmedabad.

Mob.: 99091 94920 / 98257 55501

E-Mail : truptidasadiya@yahoo.co.in
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