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Profile

A hard core professional who thrives in pressure and driven by the goals with 5 years of experience as Receptionist cum Office Assistant.  

Objective

Intend to work with leading corporate of enrich environment with committed & dedicated people, which will help me to explore my full potential for mutual benefits.

	PROFESSIONAL EXPERIENCE 


Arabic Teacher
July 2004-March 2006                    Thajul Uloom Nursery& School 
                                                            Kannur – Kerala - India
Receptionist
Apr 2006- May2008
                         Calicut Unani Hospital & Research Centre 
                                                              Kanuur – Kerala - India
Duties & Responsibilities.

· Answering incoming Call & relay telephone to appropriate person / recording and verifying input data..
· Attending to Telephone and Fax Operations.
· Maintaining appropriate files, records, mailing list and necessary records.
· Developing new contacts and achieved targets while catering to the existing clients.
· Perform duties as may be assigned by the supervisors for the smooth of the operation.
· Maintain excellent report with Customers & develop good working relationship with the same.
Educational Qualification.

· Secondary School Leaving Certificate from Govt: of Kerala
· Afsal- ul – Ulama Preliminary Course from Calicut University

· Certificate in Fashion Designing.
· Diploma in Computer Applications.
Personnel Profile

Date of Birth 


:
30th April 1982
Sex



:
Female
Nationality


:
Indian

Martial Status

:
Married
Language 


:
English, Hindi, Malayalam 
Page 1 of 2

