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Curriculum Vitae 
I. Personal Details
Birth date and place:
25th September, 1986.
Goa
Nationality:
Indian
Objective: 
Looking forward for an Organization that will appreciate my contributions and reward my efforts, having a team of professionals, safety and quality environment where my knowledge and experience can be shared and enriched.

II.Studies
	2005 – 2008 April
	Goa University
	Bachelor of Commerce 

	2004 March
	Higher Secondary School (Goa Board)
	Commerce

	2002 March
	Secondary School (Goa Board)
	Native Languages 


III. Work experience
	Company:

Position:

Date:

Job description:
	Red Frame Productions (Dubai)

Administrator cum Coordinator / Receptionist 
September 2014 till January 2015.

Handling incoming calls and emails (telephonic operations)
Aranging/ Scheduling and confirming appointments

Arranging and ordering for office supplies (stationary and kitchen items)

Making  calls to various clients / exhibitors participating in the upcoming gulfood exhibition 2015 ,listing email addresses of the person incharge and assisting them for promoters, hostesses.
Making  calls to various schools, listing email addresses of the person incharge and visiting them for arranging an event called Casio Studio.
Typing, mailing,filing, xeroxing, replying and coordinating with the co- worker.

Besides handling the office alone with less supervision, I have Also:visited schools, Business telephone exchange, dropping documents for payments wherever necessary and whenever asked to.
Preparing Excel sheet of various cafes, restuarants, exhibitors with web addresses, office addresses, telephone nos, postings done on facebook ( daily, weekly, monthly, alternate days), wether they have a facebook page, last updated on, type of cuisines.
To send daily operation reports to the CEO


	Company:
Position:

Date:

Job description:
	GOVERNMENT OF GOA, Public Works Department (PWD)
Lower Division Clerk (L.D.C)/ Assistant Administrator cum Coordinator / Receptionist / Bill Clerk-cum Cashier
March 2009 till February 2014.
To receive correspondence from various departments at the entry desk and forward it to the Superintending Engineer .
To draft and reply to the correspondences.

To file the correspondences after replying in their respective files.
To mail if necessary or type and revert.

To provide Technical Sanctions and negotiation letters.

To process the payroll of the employees through ECS (Electronic Clearance System) .

To receive and reciprocate calls.
To rectify daily operation, queries and technical and administration issues.

	Company:

Position:

Date:

Job description:
	Idea Cellular (IFFI- 2005)

Intern

November 2005
To communicate with customers and provide them with good offers regarding the mobile network .

To distribute pamplets with SIM cards at a substituted price.

To contribute adequent information to customers with satisfactory results overall and vice versa to the head of the Company.

	Company:

Position:

Date:

Job description:
	Western Union Money Transfer

Intern
April 2004

To distibute pamplets to customers.

To provide them information regarding quick services

To report to the concerned head office after the days task was over. 


IV. Language skills
	Konkani & Hindi:
	Native language

	English:
	Business English


V. Other skills and Qualifications:
	Fashion Designing (Vocational Proficiency ) 2009 July.

	Cutting and Tailoring (Vocational Proficiency) 2009 February

	Technical Educational Certificate ( in typing) 2007 May

	„B” category Indian vehicle driving licence

	Computer knowledge –Word, Excel, PPT, Outlook,Internet


V. Hobbies and interests
· Flower making
· Cooking and Baking 

· Gardening

· Reading
VI. Personal attribute
· Excellent communication skill, Honest
· Self-confidence,Multi- tasker
· Empathy, willing to learn
· Organized, 
· Enthusiastic,
· Proactive, Creative and Flexible
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