				Dinesh Kumar
DTP Operator
W-171/94 F – BLOCK
RAMCHANDER PARK
MOTINAGAR DELHI
-110015	
Contact No.: 9971187524                                           	
E-Mail: dk77007@gmail.com	
Profile 

Skilled and accomplished DTP operator with diverse knowledge of various computer operations and uploading of various content online. Seeking a position as a DTP operator in a reputed company, where my skills and proficiency will be utilized.

 Professional Experience

1.	Working as DTP operator in Okhla, New Delhi                                   5 Months
Trivium Education Pvt. Ltd.  (IIT-JEE/NEET)                                 	January 2021 to Present

Responsibilities 
· To prepare Computer Based Tests/Mock Tests mainly Science & Maths Question Papers using LaTeX Code onto the software
· Typing, page setting and paper formatting
· Formatting the size and style of text, column width, and spacing between text.
· Analyzing data and making reports as per management requirement
· Manage and maintain previous & current data of students at the branches
· To deliver projects within agreed schedules 

2.	Working as DTP operator in Laxmi Nagar                                  1 Year 4 Months
Kelvin Institute (IIT-JEE/NEET)                                 		Aug 2018 to December 2020

Responsibilities 
· To prepare Computer Based Tests/Mock Tests mainly Science & Maths Question Papers using LaTeX Code onto the software
· To prepare and upload their Results
· Typing, page setting and paper formatting
· Coordinating with Faculty to manage content timely
· Uploading Daily Practice Papers and relevant content
· To deliver projects within agreed schedules 
· To coordinate with Project Manager 
· Typing, composition, correction of Physics, Chemistry, Biology, and Mathematics content according to the given format/layout
· Drawing diagrams for Biology, chemical structures and equations 
· Preparing the composed book up to the mark so that the book can go for printing
· Formatting the size and style of text, column width, and spacing between text.
· Scanning and editing the images and make it appealing
· Producing the quality graphics such as diagrams, charts and tables
· Graduate with prior experience in desktop publishing
· Manage and maintain previous & current data of students at the branches
· Analyzing data and making reports as per management requirement
· Providing accurate and timely information as required from management



3.	DTP Operator at Kamal Learning Solutions Pvt. Ltd                   3 Years 6 Months
										20 Dec 2014 to June 2018
Responsibilities 
· Medical & Engineering Test Series Management 
· Preparing Computer Based Tests/Mock Tests mainly Science & Maths Question Papers using LaTeX Code onto the software
· Coordinating with tutor to solve question papers
· Handling customer queries & complaints
· Typing, page setting and paper formatting
· Coordinating with Faculty to manage content timely
· To coordinate with Project Manager
· Analyzing data and making reports as per management requirement
· Manage and maintain previous & current data of students at the branches

Academic & Professional Qualification

· Graduated in 2014 from Faizabad University
· 10+2 Passed in 2011 from U.P Board
· Computer Diploma – Right Computer Campus -2015
· CCC - NIELIT-2017

Professional Skills

· Specialized in preparing Computer Based Tests/Mock Tests mainly Science & Maths Question Papers using LaTeX Code onto the software
· Online uploading of content web page
· Creating the images of Mathematics, Physics, Biology and Chemistry work etc.
· Detail oriented and organized
· Strong planning and prioritization abilities

Tools &Softwares Known

· MS-Office - Word, Excel & PowerPoint
· Adobe Coreldraw& Photoshop
· PageMaker, Math type, Chemdraw

Personal Details

Father’s Name	:	Late Gaya Prasad 
Mother’s Name:		Bitana
Date of Birth	:	10th Aug, 1994
Languages Know:		Hindi & English
Marital Status	:	Unmarried
Nationality 	:	Indian
Sex 			:	Male
[bookmark: _GoBack]Hobbies		:	Learning 
                            	
Declaration 
I hereby declare that the information furnished above is true to the best of my knowledge and belief. 									
Dinesh Kumar
