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	CAREER OBJECTIVE

To work as an office assistant and help seniors to solve their day to day problems by managing the routine activities.
COMPETENCIES & SKILLS

Critical thinking

Art Skills

Homework

Problem Solving

Planning

Examination

Team work

Administration

Monitoring

WORK EXPERIENCE

BOUTIQUE  MANAGEMENT

Handle to all Responsibilities that which required to running a reputed boutique .

Worked in school and Organized daily tasks in properly way.

Responsibilities held:

· Helps customers by providing information; answering questions and providing all satisfaction factors .

· Providing advise on work related issues .

· Follows professional practices consistent with company and system policies in working with customers , keeping    customers records and colleagues.

· Demonstrates communication and interpersonal skills as they relate to interaction with students, parents, other teachers, administrators, and other school personnel Is available to students and parents for conferences according to system policies

· Facilitates company -customers communication by such means as holding conferences, telephoning, and sending written communications

· Maintains confidentiality of  client’s records.

· Works cooperatively with company  administrators, special support personnel, colleagues, and customers.

· Creating positive attitude always .

· Excellent drawing and coloring knowledge.

· Ability to create a stimulating environment for clients by being motivated enthusiastic and confidents.

Boutique and educational institute  in charge 
Responsibilities held:-

 Holding  Different type of Promoting  sales for customers .

Attractive display and friendly atmosphere provide for customers .

Involved in  work planning and delivering .

Ability to manage  in wrong situation . 

Knowledge  of dealing with sensitive issues .

Experience of organizing extracurricular activities, like dancing, painting & Picnic

Ability to discipline and create a  positive  working atmosphere .

Latest Knowledge to relevant matters .

Maintain  records  of client's in administration records.

Responsible for preparing meeting  for clients .

Advising  and  create  different type of offers  for customers .

Responsible for Holding  meetings and activities in my boutique.

SKILLS

Active Listening& Critical Thinking

Good interpersonal & communication skills
Social Perceptiveness

EDUCATIONAL QUALIFICATION

Post graduate in Political science

University of M.D.S,Rajastan,India  (2006 – 2007)

B.A in political science

University of M.D.S,Rajasthan,India (2001 – 2004)

Senior secondary school

Board of Rajasthan  (2000 – 2001)

ADDITIONAL  QUALIFICATION

Diploma in Fashion Designing

Basic Computer knowledge

PERSONAL INFORMATION

Gender

         :        Female

Date of Birth     
: 
09/11/1984

Marital Status

:
Married

Nationality

:
Indian

Languages Known
:
English, Hindi& Sindhi

Visa Status 

: 
Residence (Spouse Sponsorship)
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