FARHANA
FARHANA.183070@2freemail.com
               
SUMMARY

To seek a dynamic and challenging career in an organization for making positive contribution towards the organization and to find an environment where I could materialize my professional knowledge and ideas for the mutual benefit of the organization.

If I appointed I will work sincerely for the progress of our esteemed organization, Energetic,  I can be a supportive staff in the areas of Administration Assistant / Administration Clerk / Admin Support.  got up to 3 years working experience in HR, Administration, Secretarial with some  High-level   Executive and Professional establishment and staffs.   So I promise I will be a  Seeking a role of increased responsibility and authority. Flexible and hard working with the drive it succeed

HIGHLIGHTS
                •    Excellent Computer Proficiency in Microsoft Office
                .      C,c+ ,sap ,fi/co, bank of  islamic
· Strong problem solver

· Executive presentation Development

· Proactive and capable of handling work independently.

· Posses pleasing personality and drive to make a successful Career

· Energetic, enthusiastic and self motivated

· Dynamic and result oriented. Effective and efficient working as a team member

· Exceptional communication and negotiation skills

· Ability to work under pressure, problem solving skills , team player.

EDUCATION
M.B.A        

         College              :  Vathsalya College Of Business Management

         University            :    Osmania Univeristy
         Specialization    :    Finance and HR (Adminstration)   
         Year
           :     2008 – 2010

                                                                                                                                                 IDBF
        College                    : The Institute Of Islamic Banking & Finance, Hyderabad.

        University                  :   Autonomous

        Specialization           :    Banking

        Year
                           : 2011
        College
                    :    Govt. Womens  Degree College(Bachlor Degree)
        University                  :   Osmania  Univeristy

        Specialization           :     Economics,(Commerece&Accounting)
        Year 
                     :       2005 – 2008
                  HigherSecondary                                                                                                                                 
      Board
                    : Board of Intermediate Education, Andhra Pradesh. 

     Year
                          : 2003 - 2005

     Group                          : C.E.C(civis Economics& Commerece)
ADDITIONAL INFORMATION:

Date of Birth 

:
02/07/1987


Sex


:
Female


Marital Status

:
Single

Nationality

:
Indian


Visa Type

:           Visit  Visa (Transferable)


Language Known
:           English,Urdu, Hindi, 


INDIA  
COMPANY


-
Genpacet [Finance .company]
DESIGNATION


-
 RELATION MANAGER





                 (Administration Department,)

PERIOD



-
2011 - 2012

DUTIES & RESPONSIBILITIES -

     HR Administrations  Support, 

     Clerical duties 

     Office Administration duties 


 

INDIA  
COMPANY


-
INFOTECH [Hyderbad] 
DESIGNATION


-
COMPUTER OPERATOR  (Administration Section)


PERIOD


-
2010 – 2011

DUTIES & RESPONSIBILITIES 
 .  HR Administration Support, 

.   Clerical duties 

.   Office Administration duties 


DECLARATION
      I hereby .declare that all the information furnished above is true to the best of my knowledge and belief. And if  appointed I will work sincerely for the progress of your esteemed organization.

