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CAREER Objective
 To be an integral part at a responsible level, of a professionally managed organization. To contribute to the growth of the organization through innovation – a natural ability further developed due to quality academic background & experience backed by total commitment.

WORK EXPERIENCE

ZED LINE COMPUTER    
                                 SIWAN, INDIA


              Nov 2007-April 2010                                                      

Worked as: “COMPUTER OPERATOR ”                                                                             
                                                                                                                                                                                                                                                                                                                        
                                                                      JOB  RESPONSIBILITIES:

· Feeding  data entries into  systems 

· Receiving mails, and  Co-ordination with Customers..
· Doing secretarial jobs such as  Meeting  fix –up, Mailing Customers  regarding mails.
· Resolving Customer Complaints, follow-up with customers
· Making Invoice, Handling Bulk cash also.
EDUCATIONAL QUALIFICATION: -


Bachelor of Arts in English(Lit.) with Hons. From J.P. University, Chapra in 2004

10+2 from B.I.E.C. , Patna in 1999


10th from B.S.E.B. , Patna in 1997

PERSONAL INFORMATION:-




      


Date of Birth




07Th  Jan, 1980

Marital Status




Married

Sex 





Female



Nationality




Indian

Languages Known



English, Hindi

