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CAREER OBJECTIVE:

A Positive personal who is organized, hardworking and more than able to provide administrative support in a busy office environment. Confident about managing a busy workload, and has the ability to use my own initiative and work well under pressure. I am ambitious individual who would like the chance to progress within a growing company. I am looking for a suitable position with a company who is open, friendly & collaborative environment.

EDUCATION
· B.Sc. (Bio Technology) from Christ College. In Rajkot,Gujarat, India, April 2015, Awaiting Result. 

· H.S.C. from S.V. Virani High School, Rajkot,Gujarat, India, July 2012, with 51.0%

· Agriculture in Diploma from Junagadh Agriculture University, of Halvad,Gujarat, India, March 2010, with 73.23%
· S.S.C. from Saurastra High School, Rajkot,Gujarat,  India, March 2008, with 49.69% 

PERSONAL SKILLS 

· Willing to learn 
· Accuracy Professional manner 
· Organizational skills 
· Self starting, Honest and Trustworthy 
· Respectful Ability to work alone

OFFICE SKILLS AQUIRED WHILST STUDYING 

· Establishing priorities and managing workload.
· Checking, monitoring and ordering office supplies.

· Answering telephone calls professionally.

· Filing paperwork and photocopying.

· Telephone switchboard and in a reception area.

· Dealing with queries quickly and professionally.

· Sorting and distributing internal/external post.

· Resolving administrative queries.

· E-mailing correspondence.

· Maintaining office equipment by completing preventive maintenance, arranging

· For repairs and monitoring equipment operation.  Perform errands that assist daily office functions i.e. banking cheques , etc…
· Typing documents, reports and correspondence.

· Excellent verbal, non-verbal and written communication skills.

· Ensuring the confidentiality of all documentation and information.

PERSONAL DETAILS

· Date of Birth 


: 
8th Feb 1993

· Nationality


: 
Indian

· Language Known 

:
English, Hindi, Gujarati

· Marital Status


: 
Unmarried

· Gender


:           Male

REFERENCES – Available on request.

