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Akash Kumar

Executive Assistant

Address New Delhi, Dehi 110078
Phone +91-8178914562
E-mail ok14685358gmail.com

Reliable Executive Administrative Assistant with focused attention on detail, accuracy and business
impact, keeps reports and commurications well orgarized. Experfise in Microsoft Office and
calendar management.

Internship

Praja Foundation - 15-day infemship, 06/01/23, 06/15/23,
Comparny Profile: Praja collaborates with important urban govemance
stakeholders such as elected officials, administration, media, and cifizens to
tackie inefficiencies and enhance capacities through research and
‘advocacy driven by dofa, with the goal of improving urban governance.
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Academic Qualification

- Completed 8., (programme) from Delhi University in 2023

- 12t from CBSE in 2020 [Govt Co-Ed Sarvodaya Vidyalaya sec-13 Dwarka
New Delhi 110078)

- 10t from CBSE in 2018 [Govt Co-Ed Sec SCHI Sector 16A Dwarka New Delhi
110078)

nal Qualification

- Diploma in Office Management from YMCA New Delhi
- One-year diploma, E55 insfitute, One Year diplomaiin (DCA) diplomaiin
computer applications

Course Content

- stenography skils

- Computer Applicafion (Ms-Word, Ms-Excel, HTML, MS PowerPaint, Ms-
Outiook, Tally)

- Business English communication

- Office Management

- Communication Lab

- Functional English

- Typewrting

- Presentafions

Personal Information

Languages

« Fothers Name: Mr. Ram Kumar
« Date of 8irth: 11/28/02
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Interests
Traveling
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