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DATE OF BIRTH


: 
11th October, 1989  

LANGUAGES 



: 
English, Hindi and Konkani 
MARITAL STATUS                        :         Single 

NATIONALITY 



:  
Indian

EDUCATIONAL QUALIFICATION     : 
B.COM – May, 2013 from Goa University. 

COURSE COMPLETED


: 
Basic Application of Computer, MS Office, Tally 
WORK EXPERIENCE                      :   
Dubai  for past 20 months from (12th May 2013 till 10th Feb 2015) as Procurement/Admin Executive: work handled preparing sales statements, Statistics at end of month, preparing invoices /Procuring items against purchase orders and Sold items, handling Tally Erp 9 for inventory purpose / entries, and communicating/Follow ups through emails and telephones and admin related activities, maintaining  files , documents ,follow up with shipment procedures.

Tarika’s Gold Coast Villas Pvt Ltd,in the capacity of Computer operator for 18 months [Goa-Varca] from (24th Oct 2008 till 7th May 2010). Work handled is preparing drafts and bills to the third party, emailing the documents to the main branch and clients, keeping records of employee’s salary vouchers, attending phone calls and related admin functions.
                                                          AMC Company for 3 months as Senior Customer Consultant-[Goa-Panjim] from (1st July 2007 till 30th Sept 2007) dealing with : demonstration of the product to the customers, attending & handling customer service calls and giving feedback to the customer queries.

HOBBIES                                    : 
Reading, Music, Sports and learning new things to enhance my knowledge.  

STRENGTHS                                : 
Patience, Team Work and Urge to Learn.  
VISA STATUS



:
Visit Visa


