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OBJECTIVE:

I am looking for an organization that offers me a challenging, stimulating, and learning environment to work in and provide scope for individual development and career growth.  I am looking forward to a job that would help me realize my own capacities and give me satisfaction of having my potential fully realized.

EDUCATIONAL QUALIFICATIONS:

ACADEMIC  - Bachelor of commerce from Osmania University, Hyderabad in the year 2005.

TECHNICAL - Diploma in MS Office in the year 2003.

Industrial Training Institute certification in Automobile Mechanic from a recognized ITI Institute and one year apprenticeship from Hindustan Aeronautics Limited, Hyderabad.
Assembling of new systems and system trouble shooting with an experience of 5 years.
WORK EXPERIENCE:

· Worked as an apprentice in Hindustan Aeronautics Limited as automobile mechanic for one year, 2000-2001.
· Worked as a Medical Transcriptionist in Transdyne, Punjagutta, Hyderabad from June 2003 to May 2005.


Worked as a Proofreader in Millennium Technosoft Ltd, Hyderabad from June 2005 to November 2007.

· Worked as an Editor/Shift Supervisor in Transtech Solutions Pvt. Ltd., Hyderabad from November 2007 to July 2009.

· Working as an Editor in iMedX Information Services Pvt. Ltd, Hyderabad from October 2009 till date.
ROLE AND RESPONSIBILITIES:

· To proofread a particular document to deliver quality to the client with all the necessary inputs required as per the client specifications.

· To cater to the needs of my team and to come out with suggestions and appreciation of work done by the team.

· To act accordingly as and when required in case any emergency arises and to workout to its logistical aspect.

· To look out at the technical aspects within the network and trouble shooting of computers as and when required.

STRENGTH AND CAPABILITIES:


Hardworking and committed: Strive to pursue any task to its logical conclusion.


Enthusiastic and positive attitude: Actively finding solutions to a wide spectrum of problems.


Communications skills: Ability to interact freely with people, expressing ideas clearly, and effectively.

· Teamwork: A dedicated team player, providing productive inputs and valuable contribution to the team effort.

· Quality analyst: A person who can deliver quality reports for the client within a specified time.

· Coordinator: To coordinate things within the organization and to forward any mails to the client, higher management or any update to the subordinates in my team and implement the changes as soon as possible.

PERSONAL PROFILE

Date of Birth

 
:  21-04-1981

Marital Status 

:  Married

Languages Known 

:  English, Hindi, Urdu, and Telugu

Nationality


:  Indian

In view of the above, I request you to be kind enough to give me an opportunity to serve your esteemed organization in the capacity mentioned above, for which act of kindness I would be very thankful and grateful to you.

I hereby declare that the above information and particulars are true and correct to the best of my personal knowledge and belief.

Date:  __________

Place:  __________

