CIRRICULLUM VITAE
[image: image1.jpg]



SANA MOHAMMED TALHA SURVE


Address : B8 303, Hamdan colony,
near burjuman metro station, Karama.
DUBAI                                 
E-mail : chougulesana@gmail.com
Mobile : +971545042124
Career Objective
To work in an organization with full dedication and utilize my skills and knowledge in a best possible manner for the fulfillment of the organizational goals. 
Professional Summary
Motivated and have  solid experience managing all projects, including assignments. Experienced in maintaining cutting edge technical skills and up-to-date knowledge
ACADEMIA






	

     Degree
	   Institute
	University/Board
	     Year

	          MCA

(Computer application)
	NCRD’s Sterling Institute of Management Studies, Nerul
	Mumbai University
	2013-2016

	BSC
(Computer science)
	D.B.J College of arts commerce and science
	Mumbai University
	2010-2013


TECHNICAL SKILLS
	Secretarial services 

Customer service,CRM

Data Analysis 
Enterprise technologies
System backups
Excellent communication skills
Excellent problem-solving abilities
Product templates
	Report Analysis 

Performance Tuning 
Microsoft MSCA/MCSE Certified
Data backup and retrieval
Technical support 
Excellent diagnostic skills
Project planning  management 

Executive support 



Work Experience





MADANI TRADING COMPANY 

Executive Assistant (Jan 2019– Oct 2019)

· Implemented company policies, technical procedures and standards for preserving the integrity and security of data, reports and access.
· Consistently met deadlines and requirements for all production work orders.
· Recommended network security standards to management.
· Developed work-flow charts and diagrams to ensure production team compliance with client deadlines.
· Streamlined and enhanced the corporate accounting and operations system.
· Managed creative projects from concept to completion while managing outside vendors.
· Aligned office departments and increased inter-department communication and data sharing.
GURUKUL COLLEGE COMPUTER  SCIENCE AND INFORMATION TECHNOLOGY.
 Senior Administrative Assistant(OCT 2016 – Dec 2018)  

· Handling correspondence and customer service.
· Organising and servicing committee and academic board meetings (producing agendas, taking minutes etc).
· Researching and writing reports.
· Preparing statistics and handling data, such as attendance figures.
· Processing invoices.
· Purchasing equipment/other goods.
· Liaising with potential students, other institutions, government departments and external organisations.
· Helping with course approval and evaluation activities.
· Formulating and implementing regulations/policies.
· Timetabling and planning events.
· Administering and coordinating student recruitment, examinations and assessment activities.
Co-Curricular Activities 
· One year of home tution experience in primary sector and high school sector(biology and computer technology ).
· Internship at AL-Areej Perfumes manufacturers and exporters.
· Worked as Freelancer at various events 
· Freelancer at Hertz Vision PVT LTD 
Accomplishments
· Was creative head of various events in college. 
· Had organized various cultural events during academics. 
· Presented paper on OPPORTUNITIES AND CHALLENGES OF EMERGING E-GOVERNANCE IN RURAL INDIA in International Conference on “Business 2020 : Issues & Challenges” 
PERSONAL PROFILE
	Date of birth
	-
	02-05-1993

	Husband’s name
	-
	Mohammed Talha Zahoor Surve

	Gender
	-
	Female

	Nationality
	-
	Indian

	Languages known
	-
	English, Hindi, Marathi, Urdu,Arabic

	Hobbies & interest
	-
	Poems, Painting, Reading, Long drives.



I, hereby declare that the information furnished above is true to the best of my knowledge and belief.
Name: Sana Mohammed Talha Surve                       
Place: KARAMA, DUBAI
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