CURRICULUM VITAE

                                                                                 
Mrs.Denise
Denise.120493@2freemail.com  

Objective 

To seek challenging avenues where my skills, qualifications and Experience matches the requirement of the organization and in turn which will correlate in

 the growth of the organization.

Strengths

(
Ability to work independently as well as in a team with minimal supervision.

(
Self motivated, loyalty towards the organization, ability to work hard and ready to take responsibilities.
(
Ability to work under pressure.
Academic Qualifications

:
Passed Degree (B’Com) 2nd Division







from Osmania University






:
Intermediate – CEC Group – St. Francis 

Junior College, Secunderabad

:
SSC – St. Ann’s High School, Tarnaka.

Technical Qualifications

:
Passed English Typewriting Higher 

Grade – State Board of Technical 

Education & Training






:
3 month course in Wordstar, Dbase III &







Lotus 1-2-3






:
High degree of proficiency in Computers







Including MS-Office, Word, Excel, Power Point, 
Email & Fax operation.

Employment History
5th May 2010


:
ETA MELCO, Dubai

To 7th  August 2010

Position


:
Sales, Secretary 
Responsibilities

:
Providing Secretarial support to the Sales Department

 / Sales Manager  

Answering phone calls, typing letters, quotations, self correspondence, monthly reports, emails. etc

1st Mar 2009


:
CIBCO HR Consultants, Dubai
To 30th April 2010
Position


:
HR/Office Secretary / Admin Executive

Responsibilities

:
Keeps office documents as to its confidentiality or 

importance

Answers and screens telephone calls in a professional and timely manner and take accurate messages with a high degree of professionalism and courtesy.
Coordinates and schedules appointments as needed.

Organizes interviews of new applicants with well- prepared documents needed for references of the panel.

Receives guest and direct them to the concern individuals.

Make appointments according to instruction and procedures.

Taking interviews of candidates when manager is not available in office.
Sending emails / faxes
Polishing the CVs.
15th Jan 2007

:
Neo Techniques, Secunderabad

To June 2008




Position
:
Front Office Executive/Secretary

Responsibilities

:
Answering the phone calls, sending faxes & emails





Independent correspondence

Preparing letters of Offers.






Processing Orders.






Interacting with customers & attending to their 

technical/service problems.

Office Administration including Housekeeping, Maintaining Attendance register
18th August’ 2005

:
GE Consumer Finance Servicing , Hyderabad

Till 30th Aug 2006


International Call Center

Position
:
Process Associate / Customer Service /  Call 

Center Executive

Responsibilities:
Receiving In-Bound Calls (only American Customers). Speaking to the customers & solving their problems over phone. 

1st November’2003
 Till
:
Waaree Instruments Ltd, Secunderabad 

16th August'2005

Position


:
Customer Relation Management Executive

Responsibilities

:
Preparing letters of Offers.






Processing Orders.






Maintaining of Cash, Preparing Vouchers at 

the end of the month & forwarding to HO.






Interacting with customers & attending to their 

technical/service problems.

Office Administration including :

Housekeeping, Maintaining Attendance register.

15th January’1997 Till
:
M/s. Forbes Marshall Hyd. Ltd

31st October’2003


Germany & US Collaboration

Position


:
Secretary to the General Manager–Mktg. Dept.

Responsibilities

:
Providing Secretarial support to the General 

Manager / Mktg. Mgr. In a professional  and 

courteous manner.

Arrangement for GM/Mktg. Mgr. Meetings, Air 

Ticketing, Travel booking, Interacting with local 

/overseas customer.

Co-ordination with branches all over India.

Communicating with customer regarding status 

of orders, delivery/repair jobs.

Interacting with Dealers and Collaborators for 

material status.

Maintenance of Mkg. Dept/Commercial Files.

Achievements

:
Created Data For Pressure, Temperature 

Gauges & Bimetal Models.

1st February’1996 Till
:
BALZERS PFEIFFER INDIA LTD, 

31st December’1996


SEC-BAD (German Collaboration)

Position


:
Personal Secretary to Executive Director

Responsibilities

:
Secretarial support in a professional and 

courteous manner and arrangement for 

ED’s meetings, travel/air bookings etc.

2nd December’1994 Till
:
ENVIRO CLEAN SYSTEMS LTD, LTD

15th January’1996

Position


:
Secretary to Manager- Marketing

Responsibilities

:
Preparing Offers for tenders, taking 

dictation, typing, invoicing, statement & 

maintenance of files, attending 

telephonic calls etc.

Achievements

:
Created a mailing list in alphabetical






Order which made my work a little 

easier.

18th September’1991 Till
:
ITC LTD, ABD Export Dept, SEC-BAD

30th November’1994

MNC

Position


:
Commercial Assistant 

Responsibilities

:
Typing, Invoices, Letters, Fax/Telex 

Independent correspondence, 

Travel/Hotel bookings etc.

Achievements

:
As this was my first job, I learnt to be 

Precise, Truthful, Defined etc.

