Niraj Ekka
         H.No 137 room 10 Mohammadpur
                              RK puram Delhi - 110066
          Mob.: 8368028594 E-mail: nirajekka22@gmail.com
OBJECTIVE

Seeking growth & challenging assignments which provide opportunity to apply my technical skills and learnings, and thus contributing positively towards the growth of the organization.

	WORK EXPERIENCE
	

	
	
	

	S. S. RANA & CO. (Advocates)
	Aurobindo Marg (Delhi)

	Role: Senior Docketing Executive
	September 2015 – till Date


· Preparing and filing New Application (Ordinary, Convention, National Phase);
· Preparing and filing forms (Updated form 3, Form 18, Form 9, Form 27, ect.)
· Docketing emails, preparing and maintaining physical files;
· Assing task and tracking daily emails sent to client.
· Preparing and Dispatching Letters/documents;
· Sending invoices to client and Patent Offices;
· Maintaining deadlines of patent and Design.
· Maintaining deadlines and sending reminders to clients and associates.
             .     Calling up new client for query conversation.
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ACADEMIC QUALIFICATION

· Graduation (Pursuing)
· 12th pass from AHSEC in 2009.

· 10th pass from SEBA. in 2007.
PROFESSIONAL QUALIFICATION
Certificate in basic computer application with English Typing.

KEY SKILLS

	∙
	Operating System
	:
	Windows -2000, XP, Windows-2007

	∙
	M.S. Office
	:
	M.S. Word, M.S. Excel, Power Point, Outlook

	∙
	Typing Speed
	:
	40 W.P.M. in English


PERSONAL ABILITY AND AIMS IN LIFE

· Ability to work hard, constancy, keen to learn new things.

· Competence for rendering professional Guidance and working in Multi- Dimensional environments with clarity, honesty and sincerity.

	PERSONAL DETAILS
	
	
	

	Fathers Name
	:
	Nestor Ekka

	Date of Birth
	:
	07th Feb, 1990

	Gender
	:
	Male

	Marital Status
	:
	Unmarried

	Languages
	:
	English, Hindi

	Hobbies
	:
	Listening music and Internet surfing


DATE:

PLACE: NEW DELHI



Niraj Ekka
