KAVITA KAUSHIK
89, east 104th Ave. Thornton, Colarado
Ph-303 5893563 EMAIL-kkaus@yahoo.com

EDUCATION: 4 Years Bachelors Degree In Electrical Engineering
G.P.A 3.2/4
Birla Vishvakarma Mahavidyalay (Engineering College)PH.NO:(026920)236672
Sardar Patel University.
FAX NO: 01191 (02692 )230762
Website :HTTP://bvmengineering.ac.in Email:bvm_princi@yahoo.com
· SKILLS : Solid operating knowledge of MS Word , Excel , Power Point and other Microsoft Applications.
· Solid knowledge of Office procedures, Proofreading and Grammar, Communication and Ethics.
· Solid customer service skills and Engineering Bid and Commissioning process Documentation.
WORK EXPERIENCE:
12/2007-01/2010
OFFICE ADMINISTRATOR
5431 Woodcrest drive
Philadelphia,PA-19131
Ph-267 296 1367
· While working as an Office Assistant and coordinator, I was responsible for updating and filing AutoCAD drawings. Coordination of bid documents, using Office equipment, maintaining information by Phone and Computer and making travel arrangements and Itineraries as well as meeting management was several of my work responsibilities
· I also worked with the mailing systems, collecting and organizing mail, as well as posting special mail by USPS, fed-ex, and UPS software system. I also performed basic financial work – sending invoices, posting accounts payable and accounts receivable  in the   QuickBooks  software.
01/2006-11/2007
Ad-hoc teacher
Malia SCHOOL 
India
· I taught Higher secondary school  Classes 7th to 10th Mathematics and Science.
· Conducted lab experiments in Chemistry and Physics , General test proctoring and coaching duties.
01/2000-12/2003
POWERMATRIX Inc.
India
Asst. Engineer Electrical
· I was responsible for Drawings in AutoCAD 2000, drafting and plotting Electrical Schematics, Power and control drawings for HV CRANES AND JIBS, updating the AS-BUILT Drawings from marked–up prints. 
· Workshop drawing coordination , testing and inspection of Motors and Cables , programming of Relays (microprocessor  based).Attending Preliminary design meetings and noting design changes.
References available upon Request.

