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CAREER OBJECTIVE

                                    Willingness to learn and grow with the Company.
EDUCATIONAL QUALIFICATION

Professional Qualification   

Bachelors in commerce.        

                                             ACADEMIC QUALIFICATIONS
	 
	School/College
	Year
	Board/University
	division

	DEGREE/CERTIFICATE
	 
	 
	 
	 

	S.S.C
	ST.JUDES HIGH SCHOOL
	2005   –
 2006
	BOARD                    OF MAHARASTRA
	

	                 H.S.C
	SNDT COLLEGE
	2007   –    

 2008
	SNTD UNIVERSITY
	 

	B. Com


	SNDT COLLEGE
	2010                     –       2011
	SNTD UNIVERSITY
	 


EXPERIENCE
·    Designation       : Front Desk Operator( Customer Services Executive)
· Since                    :  DEC 2011 – SEP 2013
.

· Experience      : Handling Walk-in Customer In the store, Arranging Sales Offers,

                           Taking Care Of Store Account and Salary, 

                           Looking In To Export And Imports Of Garments.

·      Designation         : GROUND OFFICE ASSISTANCE (CSA)
·  Since                     :  OCT 2013 – MARCH 2015
· Experience           :  Handled all the office work – Staff Attendance , Staff  Monthly  & Weekly Salary, Responsible for all aspects of the day to day running of the filing, copying, report writing, and invoicing jobs , Training new joiner’s , Make daily work plan of seniors with proper timing ,  Provide general information to the customers , Manage the daily incoming of the customers ,  Manage the documents in proper way , Handle all the other responsibilities related to the office  administrative work . 
PERSONAL DETAILS

                                             Date of Birth


: 28th DECEMBER 1990.

                         Sex



: FEMALE


                                    Marital status

: UNMARRIED

                        Languages Known

: ENGLISH, HINDI, and MARATHI.

 
Nationality


: INDIAN


Hobbies


: LISTENING TO MUSIC & SWIMMING

 
DECLARATION

I hereby declare that the above given information are true and to the best of my knowledge.

