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Career objective – 

· An Ambitious & Energetic student seeking to reach, the apex of success with sound Technical knowledge & Positive attitude.

· Looking forward towards challenging opportunities where I can prove my abilities through my sincerity and hard work.
Professional Experience –
Currently working in Abu Dhabi airport company (ADAC) in ORAT (Operational Readness And Testing) department as an “Office Assistant” from 20 October 2013 still working.

· Maintaining documents, data, filings, Outgoing and incoming files of Projects.

· Sending Memo/Documents to other Department Via mail and hardcopy and receive also.

Worked in International BPO SITEL in MUMBAI as a “Customer service representative” (CSP).

· Deals with Car loans for United state GMAC In back office.
· Provide Extension when customer needy 
Worked in Hindustan Unilever Ltd as a “Sales Executive (GELATISTA)” for Kwality Walls Swirls from 11th MAY 2011 to MAY 2013

· Ordering Stocks for the outlet on regular basis for Ice-creams, Softy, dry fruits, disposables etc.

· Purchasing fruits & toppings from the Authorized shops on regular basis & at the best rates 

· Making PO & GRN of Goods Received in stores

· Maintaining & keeping track of inventory on regular basis

· Ensuring that the hygiene issues are properly followed by the Store people

· Ensuring that recipes are strictly followed

· Ensuring that the cash sales is deposited on regular basis

· Taking care of the events that are taking place on regular basis in the office

· To ensure that the staff is properly dressed & are serving the customer in a best possible way

· Ensuring that the damages & spoilages  are updated on regular basis in the system

· Preparing MOC(Monthly Operational Calendar) wise reports required by the Seniors

· Doing Stock Transfers between the outlets as & when needed

· Maintaining Petty cash on regular basis

· Doing the Month End Stock take activities on monthly basis

· Providing an explanation to the auditor on the variance coming during audits for RM & PM

Educational qualification –

Completed 3 years Bachelors Degree in Science (physics) Studies offered by Mumbai University at Ismail Yusuf College of Arts, Science& Commerce, Mumbai in month of April 2012.

Passed Higher Secondary School Certificate exam (12th) in February, 2009 and Secondary School Certificate exam (10th) in march 2007 conducted by Mumbai University.

Extra Qualification:  Diploma in Hardware and Networking passed with 1st class

Languages Known-

English, Urdu, Hindi, Marathi.

Personal profile-

Date of birth –
                04th October, 1991.

Height –                                      5.8’

Marital Status –                   Single
Visa Type –                          Employment (Transferable)           
Hobbies –                                         Technology information, playing cricket, 
                                                   Cooking, Listening Music’s.                              
Area of interest –                         Office Work, Technical, sales,
My strengths –

 1. Adaptable to any situation

 2. Sincere & smart working

 Declaration:
        I hereby declare that all the information provided above is correct to the best of my knowledge.
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