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E-Mail: aaakashsaxena811@gmail.com
            saxena_aakash@rediffmail.com
	         
Contact No. 09711737549, 
 
Career Objective

To serve an organization of reputes this can move my skills and capabilities and would like a profile that challenges and responsibilities.

Strength

Ability to handle responsibilities jobs, adaptability to the different environment, getting along well with people and maintain good professional relation.

Present Working Profile :- 

Position			Assistant Registrar 
Organization			INMANTEC, Ghaziabad
Period Serve			On August 2021 to june 2022

Previous Working Profile :-

Position			Assistant Registrar 
Organization			H.R.I.T, Ghaziabad
Period Serve			w.e.f. August 2014 to Dec.2019

Position			Academic Programme Officer
Organization			I.T.S. Engineering College, Greater Noida
Period Serve			w.e.f. April 2011 to Dec. 2013

Position			Assistant Registrar
Organization			Krishna Engineering College, Ghaziabad
Period Serve			since July 2009 to Feb. 2011

Position			Assistant to Registrar
Organization			Babu Banarasi Das Institute of Technology
Period Serve			since Sept. 2008 to July 2009

Position			Office Assistant cum Office Incharge
Organization			A.K. Singhal & Associates (Taxation Lawyer)
Period Serve			since Oct. 2000 to Dec.2005
				W.e.f. June 2006 to June 2008






Education Qualification Details :-

B.Com from M.J.P. Rohilkhand University, Bareilly. 2002
Intermediate from U.P. Board.1998
High School from U.P. Board.1995
Others Qualification Details :-

English Typing.
Knowledge of Computer like MS word, Excel & Internet.

Personal Information :-

Father’s name		:	Mr. Vinod Kumar Saxena
Date of Birth			:	20th Sep. 1980
Gender			:	Male
Nationality			:	Indian
Marital Status		:	Married
Pan No.			:	AUNPS0083Q
Contact No.			:	09711737549,8851022267
Present Address       	 :	H. No. B-20, Mahendra Enclave,
Near Carte Chowk, Ghaziabad (U.P.)
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ADMINISTRATIVE & OTHER RESPONSIBILITIES HELD:-

· Handling Student Enrolment / Admission procedure AKTU (formerly U.P. technical university, Lucknow) / CCSU.
· Coordinating with HOD’s, Academic Head etc for all academic related information AKTU/CCSU.
· Handling Students Grievances AKTU / CCSU.
· Scheduling and management of examinations; arranging faculty involvement and external examiners
· Distribution of mark sheets and Degree. Handling University Correspondence AKTU / CCSU.
· Verification of Practical Examination Bills of Internal / External Examiners AKTU CCSU.
· Uploading of Internal and External Marks AKTU / CCSU.
· Preparation of Compliance Report for Affiliation / CCSU.
· Handling Student Problems related to Marks, Result and Examination.
· Supervising all documentation related to University.
· Supervising all Examination Procedures. Proper completion of submission of Forms for exams
·  Checking of Timely issue of Admit Cards and examination roll No to students.
· Wide experience of managing activities for college registrar activities.
· Exceptional knowledge of college administration and clerical work.
· Exceptional knowledge of college regulations and practices.
· Ability to complete work within timeframe.
· Ability to maintained academic records for various students.
· Ability to multitask and prioritize work.
· Supervised various admission tests for all prospective students in college.
· Maintained security for all student admissions and academic records.
· Coordinated with students to resolve registration associate issues.
· Analyzed student requirements for various programs.
· Managed processing of transcript for all enrolment verification.
· Course in Group B.Tech / M.Tech / B.Pharma / M.Pharma / BHMCT / MBA / MCA affiliated to AKTU.
· BBA / BCA / B.com & LL.B Three years (New course) affiliated to CCS university Meerut.
· Transport related work. 
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