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CAREER OBJECTIVES
Looking to obtain a position in a progressive firm where I am able to apply the knowledge gained through my bachelor’s degree. I firmly believe in the principle of implementing my duties with dedication and determination. I am looking for good career growth opportunities where my talent and knowledge could be best subjected and utilized for the benefit of the organization and myself. 
EDUCATIONAL CREDENTIALS
· M.B.A  (Master of Business Administrator)
· B.sc (Bachelor of computer science)
Assets:                                                                                                                                              

· Leadership qualitie
· Strong knowledge of computer peripherals

· Highly motivated to work in a team 

Professional Skills:
· Diploma in computer Application
· Diploma in Accounting Packages
PROFESSIONAL EXPERIENCE
Date: Jan 2012 – March 2015 
Position in Company: Asst Administrative   
Company Name: Cap Foundation
Job Role/Department: Work Force Development
Address: Hyderabad, India
Skills/ Abilities / Knowledge:
As an Asst Administrative
· Meeting and greeting clients and visitors to the office. 

· Typing documents and distributing memos.

·  Supervising the work of office juniors and assigning work for them

· Creating invoices, filing receipts and dealing with all financial documentation

· Answering and dealing with incoming and outgoing telephone calls.  

· Making travel and accommodation arrangements for Company Directors and senior managers

· Handling confidential information in line with the firms data security protocol
 COMPUTER PROFICIENCY
	
	Skill Name
	Skill Level
	Last Used

	Database
	Ms-word
	Expert
	Academic

	
	Ms- Excel
	Expert
	Academic

	
	Ms-PowerPoint
	Expert
	Academic

	
	Ms-outlook
	Intermediate
	Academic

	
	C
	Intermediate
	Academic

	Packages 
	Tally 7.2 

T ally 8.1
	Expert

Intermediate
	currently used

currently used

	
	Wings & Focus 
	Intermediate
	Currently used

	Operating Systems
	Windows XP
	Expert
	Academic



	
	Windows7
	Expert
	currently used

	
	Vista 
	Intermediate
	currently used


Strengths:
· Consistent Performance in achieving targets

· Able to work under pressure of deadlines

· Self motivation 

· Good knowledge in business process

PERSONAL DETAILS
Date of Birth                  :              23 August 1989
Nationality                      :              Indian

Languages Known        :             English, Hindi, and Urdu 
Marital Status                :             Single
Current Location           :             Dubai

Visa Status                       :             Visit Visa
References                      :             Available on request
DECLARATION:


 I hereby declare that the above information furnished is true to the best of my knowledge.
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