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Career Objective
To give full effort and work for the success of the organization where I get placed by utilization of my Interpersonal skills and creativity.
Experience
· As a Receptionist in CBSE School from 15 April 2006 to 22 July 2008.
· Working as part of a team and supporting office manager in a school, responsible for day-to-day task and administrative duties of the office including covering the reception area.
Duties-
· Meeting and greeting parents and visitors and provide them required information.
· Answers the incoming and outgoing calls and Processing incoming mails
· Typing documents and processing incoming mails.
· Create, develop and maintain file.

Executive Summary
· An experienced, enthusiastic and focused teacher who is committed to safeguarding and promoting the education and well being of children and young people at all times.
· A diligent and creative individual with an interest of public relation and aspiring to valuable contributions to the organization.
· A team player with strong planning, organizing and leadership abilities.
· Good communication skills.
Educational Qualifications

[image: image1.png]QUALIFICATION

LEVEL BOARD/ UNIVERSITY| INSTITUTION YEAR | PERCENTAGE|
Rajiv Gandhi
Technical u titute of
vca echnical niversiy nstituteof | L o
University, Bhopal, technology
me
Barkatullah | GOVT. BENZEER COLLEGE
B.Sc University, Bhopal, OF SCIENCE & 201 2%
me COMMERCE
HIGHER Board of Secondary | Red Rose Higher
Education, Madhya | Secondary School, 2005 6%
SECONDARY (10+2)
Pradesh Bhopal, MP.
Board of secondary | Red Rose Higher
MATRICULATION
0ty Education, Madhya Secondary 2003 7%
Pradesh school,Bhopal, MP.





Strengths
· Versatile Communication skills, Friendly nature and open mindedness, Good listener, A good team player, Quick Learner & good analytical ability.
Personal Details
	Husband’s Name                           
	Rishabh Gupta

	Date of birth                 
	07-02-1986

	Religion 
         : Islam, Muslim
	Hindu

	Nationality
	Indian

	Marital Status              
	Married

	Driving License issued
	Indian

	Languages Known       
	English, Hindi.    


Declaration
I hereby declare that all information stated above is true to the best of my knowledge.
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