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CAREER VALUE

With a good experience in Administration & Education. I have developed into a self-motivated, dedicated and thorough professional who also has a keen understanding and trained competence in working with people.

From this standpoint, I have had the luxury of successfully dealing with other professionals from the bottom-rung rank & file up to the corporate level.  Equally advantageous is my ability to be a quick and eager learner who can readily adapt to the decision-filled corporate boardroom and to the fast-paced setting of a production line.

Being a goals oriented professional, I am confident that I can considerably contribute my services to any growth driven company and succeed with my career.

CAREER HITHERTO
TEACHER – ANKUR VIDHYA NIKATEN – July 2006 – April 2008 – Bhopal - INDIA
♦ Worked as a Teacher for Class 6 till 10.
♦ Main Subjects were Mathematics and Science.

♦ Taking care of school administration work, conducting Seminars, Parents & Teacher association Meeting, School Picnics, Annual Programs to be organized.

♦Preparing Examination Papers, Mark sheets, Monthly reports.

TELE SALES EXECUTIVE – ICICI BANK – May 2008 – September 2009 – Bhopal - INDIA
♦ Involved in sales for Health Insurance Policy.

♦ Team Leader.  

♦ Maintain records for Outbound and inbound calls
♦Used to maintain monthly targets of 20 polices and the team target of 60 polices.

♦ Conducting Seminars and training secession for new comers.
RECEPTIONIST – FSL (FIRST SOURCE SOLUTION) – October 2009 –November 2010 – Bhopal - INDIA
♦ Attending incoming calls and transferring the same to required department.
♦ Giving all kind of information’s related to IT software, Designing programs, Implementation, Testing and release software.

♦ Handling day-to-day operations within office.

♦ Organizing meetings with clients for the manger and sales team.

RECEPTIONIST – E TECH  – March 2011  – October 2011 – Baroda  - INDIA
♦ Attending incoming calls and transferring the same to required department.

♦ Handling day-to-day operations within office.

♦ Organizing meetings with clients for the manger and sales team.

♦ Making Hotel Bookings and Railway bookings for my Manager.

EDUCATIONAL BACKGROUND

1) Bachelor of Science  ♦  2002 – 2005;
B U  Madhya Pradesh University, India

2) Higher Secondary Certificate  ♦ 2000 – 2002;
MP Board, India

3) Secondary Board School Certificate  ♦ 1999 – 2000 ; MP Board, India 

COMPUTER SKILLS

OPERATING SYSTEM:-  
PACKAGES:-

      i. Windows – 98,2K & XP
i. Ms – Office

ii. Tally A/c – 5.4

EXTRA CURICULAR ACTIVITIES

· Master of Ceremony in various Events at School and College Level

· Event Coordinator at School and College Level.

· Speech Team member.

· Won several Prizes in Quiz Contest at various levels.     
PERSONAL INFORMATION


Date of Birth:


12 August 1984


Place of Birth:

Bhopal – Madhya Pradesh – India



Gender:


Female


Age:



29

Civil Status:


Married


Nationality:


Indian


Mother Tongue:

Sindhi


Languages known:

English & Hindi
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