CURRICULAM VITAE
KOMAL SINGH
Sector-9/10, Patel Nagar,
Indira Nagar, Lucknow-226016
Contact No.- 9140709234
Email Id- Komalsinghgaur29@gmail.com

CAREER OBJECTIVE-
To secure a challenging position in a reputable organization to expand my learnings, knowledge, and skills.
PERSONAL SUMMARY-
 A courageous and confident person wants to earn fame in corporate through my skills and techniques, by accepting a challenging job. A quick learner who can absorb new ideas and can communicate clearly and effectively. Possessing excellent bonding skills and an enquiring mind that helps to win over the confidence of people. Multi skilled with a ability to build strong working relationships with the people. Currently looking for a suitable role in a reputed firm or an organisation. 
ACADEMIC QUALIFICATIONS-
· Masters in Mass Communication with 70% in the year 2015 from Makhanlal Chaturwedi Rashtriya Patrakarita University, Bhopal.
· Bachelor in Commerce with 56% in the year 2013 from Lucknow University.
· HSC (UP Board) with 72% in the year 2010 from Mahanagar Girls’ Inter College.
· SSC (ICSE) with 65% in the year 2008 from Dabble College.
CAREER HISTORY-
Worked as a Coordinator cum Admin at TUV India Pvt Ltd, Noida (Nov 2019-Nov 2020).
· Hiring, supervising, and evaluating staff members
· Delegating tasks and ensuring that they are completed in accordance with existing policies and procedures
· Handling basic office duties, such as answering and routing phones, responding to emails, data entry, and reporting
· Assisting with special projects, such as process improvements and budget development
· Developing and implementing new policies and processes
· Maintaining and monitoring project plans, project schedules, work hours, budgets, and expenditures
· Chair and facilitate meetings where appropriate and distribute minutes to all project team members
· Create a project management calendar for fulfilling each goal and objective
Worked as a Coordinator-Operations at HCL Technologies, Noida (Feb 2019-Nov 2019).
· Planning and scheduling projects
· Sending internal communications
· Managing the Operations Manager’s schedule
· Creating departmental presentations
· Developing company improvement plans
· Assisting with departmental changes and improvements
· Assessing employee performance
· Managing company communications
· Scheduling meetings
· Provide support to senior management for improvement plans
· Complete administrative tasks
· Manage employee schedules and rosters
· Maintain employee attendance records
Worked as a Public Relation Officer at Live Today, Lucknow (Aug 2016-Dec 2018).
Worked as a Trainee at Live India, Lucknow (Aug 2015-July 2016).
PERSONAL INFORMATION-
Birth Date					: 	29-04-1993
Father’s Name					:	Mr. D.B. Singh
Mother’s Name					:	Mrs. Urmila Singh
Marital Status					: 	Single
Gender						:	Female
Hobbies                                                                 :	Listening Music, Playing Badminton, Travelling & Animal care
Language Known                                                  :	English & Hindi

SKILLS-
· Proficient in basic use of computer. 
· MS Office.
· Internet Savvy.
STRENGTHS-
· Leadership.
· Hard work.
· Self Confidence.
· Positive Approach.
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