Manabjyoti
Sarmah

Academic & Administrative
Professional

CONTACT

[ Bamunpara, Jaji Gaon

Kamrup (R) — 781120
(+91) 87230 88121

ILLS

Microsoft Office Suite
Google Workspace

Data Management

Web Research

Computer Troubleshooting
Social Media Management

TOOLS

ChatGPT / Claude / Gemini
Prompt Engineering
Al-assisted Research
Generative Al Workflows
Canva Al / Image Gen

LANGUAGES
Assamese eeoeoeoe
Hindi

English

AWARD

Anundoram Barooah
Award — Govt. of Assam
(2011)

PERSONAL
DOB: 30 Oct 1995
Status: Single

Academic & Administrative Professional

Dedicated administrative professional with 7+ years of experience in academic and
institutional operations, including scheduling, compliance, documentation, and stakeholder
communication. Adept at managing large-scale processes, coordinating cross-functional

teams, and ensuring smooth day-to-day administration in fast-paced educational and

organizational environments.

EXPERIENCE

The Assam Royal Global University, Guwahati - Assistant Manager — Dept. of Examinations

Oversee university-wide examination operations, scheduling, and institutional compliance across all departments.

Kaziranga English Academy, Guwahati - Examination In-Charge
Designed and managed end-to-end examination schedules for internal and CBSE board assessments.
Developed academic timetables aligned with CBSE guidelines; oversaw invigilation, result processing, and reporting.
Ensured compliance with CBSE norms — student registration, exam coordination, and timely report submissions.
Issued certificates, transcripts, and official documents; served as the primary institutional CBSE liaison.
Managed stakeholder communication via professional correspondence and coordinated with board officials.
Kaziranga English Academy, Guwahati - Lab Technician — Physics & IT

Operated and maintained Physics and IT laboratories to support academic delivery and practical assessments.
Appen Limited (Virtual) - Social Media Evaluator
Evaluated ad quality and relevance for one of the world's largest social networking platforms.

Meghdoot Bhavan-GPO, Guwahati - Data Entry Operator

Digitized physical records as part of a government archival modernization initiative.
EDUCATION

B.Sc. (Hons.) Physics - Dakshin Kamrup College, Mirza (Gauhati University)
Class XIl = Science (PCMB) - Dakshin Kamrup College (AHSEC)

Class X - Sanpara Haropara High School (SEBA)

CERTIFICATIONS & DIPLOMAS

Yuva Al for All — IT-ITes SSC Nasscom (2026)

Introduction to Prompt Engineering — Simplilearn (2026)

Canva for Work — Canva (2025)

Diploma in Computer Applications — STP Computer Education (2025)
Introduction to Al — University of Helsinki & Reaktor (2021)
Fundamentals of Digital Marketing — Google Digital Garage (2021)

Diploma in Computer Applications — Saraswati Tuition & Computer (2017)



