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OBJECTIVE

Looking for a position as a manager in the well reputed organization to work in the growth oriented environment using my skills and experience.

SUMMARY

. Excellent communication skills

. Knowledge of financial aspects

. A versatile and skilled sales profession with leadership and mentoring ability.

. An efficient manager with outstanding people management skills.

PERSONAL DETAILS

Nationality            :    Indian

Age                       :    25 yrs

Gender                 :    Female

Marital Status       :    Married

Languages known :    English, Hindi, Marathi, Konkani, Kannada

PROFESSIONAL BACKGROUND

HDFC Securities Ltd ( India )                                                            Stock Broker  November 2004-June 2006
. Dealing with shares (Equity, Intra-day, Derivatives, IPO's) 

. Placing the orders and giving confirmations. 

. Online data entry & managing and updating MIS of various data

Mauli real estates Pvt. Ltd. ( India )

                       Office Administrator    July 2006 – Nov 2007

. Handling front office reception as well as receiving visitors.

. Coordinating with managing director regarding office related issues and queries of the clients.

. Recruit, organize, train and manage staff.
. Establish profitability standards for investment activities
Chiffons ( London )                                       Administrator cum Financial assistant      Feb 2008 to April 2009

. Handling the accounts related to imports and exports.

. Review the monthly invoice and maintaining files

. Dealing with the financial records and informing the managers in case of any      discrepancies.

. Answering phone calls, receiving and dispatching emails

. Identify and resolve errors and discrepancies.

EDUCATIONAL QUALIFICATION  :

. London School of Commerce (2009)                                                           Second class  Passed MBA in Finance. 
.Wellingkar Institute 
(2005)


                                           Grade B+       Passed Diploma in Financial Management






.Vivek Vidyalaya Mumbai Board (2004)                                                     Second class   Passed Bachelors of Commerce

.Vivek Vidyalaya, Mumbai Board (2001)                                                     Second class   Passed Higher Secondary Class

. Nandadeep High School, Mumbai Board (1999)                                        First class        Passed matric 

ENGLISH LANGUAGE PROFICIENCY

. Passed IELTS Exam (International English Language Testing System) from British Council (India) -  Scored 6 bands in academic module

COMPUTER PROGRAMMING SKILLS    :

Operating systems known -  Microsoft Word, Microsoft Excel, PowerPoint and Internet fundamentals.

INTERESTS AND ACTIVITIES

Reading different books about human psychology. Traveling to new places. I like to meet new people as it gives me confidence and enhances my general knowledge. I like watching movies and listening to music.






                                            

