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PERSONAL PROFILE SKILLS / ATTITUDES

Skill: Well organized, possesses effective verbal and written communication skills, time management, influencing, negotiation and problem solving skills, good judgment, ability to execute, make timely and effective decision and is able to deal with difficult situations. 
Attitudes: Has mutual respect, integrity, a strong customer orientation and commitment for delivering results, seeks opportunities for continuous improvement and innovation in the field and fosters team work and diversity.
· Computer literate (Ms Word, PowerPoint & Excel)
· Human Relation Communication skills
ACADEMIC QUALIFICATION
· Completed S.S.C. (10th) from St. Joseph Educational Institute (Chandor) 
        GOA BOARD in March 2005
· Has completed H.S.S.C. (12th) from Carmel Higher Secondary School (Nuvem) 
       GOA BOARD in March 2007
CAREER PROFILE 
· Self –Motivated and experienced at working in fast paced environments.
· Confident and poised in interactions with individuals at all levels.
· Trust worthy, hard working and dedicated with a will to learn.
· Detailed orientated, able to do multi tasks effectively.
· Excellent communication skills both written and oral.
· Skilled organizer and problem solver with the ability to consider all options before making a decision.
  Worked for DALVI & DSA as a Front Desk Executive/Personal Assistant from July 2009 to Dec 2009.
· Answer telephone, screen and direct calls Designation
· Take and relay messages
· Provide information to callers
· Greet persons entering organization
· Direct persons to correct destination
· Deal with queries from the public and customers
· General administrative and clerical support
· Prepare letters and documents
· Receive and sort mail and deliveries
· Schedule appointments
· Maintain appointment diary either manually or electronically
· Organize meetings
· Tidy and maintain the reception area 
Worked for METZO TRADING PVT. LTD as a FRONT DESK EXECUTIVE from June 2010 to June 2011
 Worked as a TELEPHONE OPERATOR Cum ADMIN for FOREVER LIVING PRODUCTS, from June 2011 to September 2012.
· Knowledge of EPBAX, Digital and manual.
· Worked on AS 400.
· Booking Air tickets - International tickets and domestic tickets after research, providing the best quotes available.
· Coordination with Vendors for Stationery and maintaining records of stationery given to staff.
· Coordinate with Vendor for office supplies and get approvals on bills from the Department head and send it for processing to accounts.
· Prepare Cards for Distributors as per their achievements and courier it to them based on the priority by speed post or normal courier and also maintain a database for records.
· Answer telephone, screen and direct calls based on queries to concerned departments.
· Take and relay messages.
· Provide information to callers based on queries.
· Greet persons entering organization.
· Direct persons to correct destination.
· General administrative and clerical support.
· Prepare letters and documents.
· Receive and sort mail and deliveries.
· Schedule appointments.
· Maintain appointment diary either manually or electronically.
· Organize meetings.
· Monitor that the reception area is always presentable.
Worked as a Telephone operator/Store Incharge for Biker’s Stop (Goa), for a term of 1 year.
Worked for Saks Hair & Beauty Salon as a Customer Service Executive From Oct 2013.
Languages Known
:      Good command over English & conversant with few Indian regional languages. (Hindi, Konkani, &Marathi) 
Interests
:      Music, Sports & Reading. 
Date Of Birth

      :     5- January-1987
Currently on a visit visa


I hereby certify that the above information is true and correct thru the best of my knowledge & belief. 

