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CAREER OBJECTIVE:

To seek a challenging position in areas of office management and customer

service offering growth opportunity. Utilizing experience and skills to the

maximum and contribute to the growth of the organization.

WORK EXPERIENCE:

TIRUMALA TRAVELS PVT.LTD – BOMBAY, INDIA

OCT 1990 – MAY 1993.

1. Receive calls and inquiries.

2. Computerized Reservations.

3. Ticketing.

4. Provide excellent service to customers

5. Documentation and maintain liaison with clients.

6. Filing and Dispatching.

7. Faxing important files and documents

8. Independent Correspondence

ALAIN JUNIORS SCHOOL – ALAIN , U.A.E.

AUG 1997 – NOV 2000.

1. Was teaching English language for Grade 1 as per CBSE Syllabus.

EDUCATIONAL QUALIFICATIONS:

Bachelor of Arts from Bombay University, India – 1992.

ADDITIONAL QUALIFICATIONS:

CLARES SECRETARIAL SCHOOL

Completed a Diploma in Shorthand and Typewriting, Bombay , India – 1989.

CLARES TRAVEL & TOURISM ACADEMY:

Completed a Course in Travel & Tourism, Bombay, India – 1989.

                                                PERSONAL INFORMATION

Date of Birth             :
23rd SEPTEMBER 1972

Citizen                       
: 
Indian

Marital Status             :
Married

Languages                  :
Can speak English , Hindi & Marathi

                                   

Can  write English, Hindi & Marathi

Visa Status                  :          Husband’s Visa

Interest                       :
The assimilation of new knowledge has been my ardent 

desire. Traveling, meeting people and discovering life 

through new perspective is what interest me.                         

