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OBJECTIVE:

I am hard working woman. My main objective is to attain a position in an industry, where my background academic foundation and relevant work experience could be utilized to the order to bridge the distance between short term and long term objective. I want a status company where I accept challenges and can show my efforts and skills.

EDUCATIONAL BACKGROUND:
· Passed T.Y.B.COM from Vivek College 
Year Graduated: March 2009 with First Class
· Passed H.S.C. from St. Anne’s Junior College 

Year Graduated: February 2006 with First Class
· Passed S.S.C from St. Theresa High School 

Year Graduated: March 2004 with First Class
WORK  EXPERIENCE :
Company: Restaurant                                      5 Months Experience (Sharjah UAE )
Designation:  Admin
· Reporting To General Manager on Day To Day Activities.

· Preparing LPO’s , Invoices, Salary Sheets, P&L A/c,etc

· Updating Data in the System

· Updating all transactions in the System

· Maintaining Documents and Files

· All Other Admin work

Company: Honda Car Showroom                                        2 Years Experience (Mumbai, India)
Designation: Back Office Executive
· Reporting To Manager on Day To Day Activities.

· Handling Customer Calls

· Updating Data in the System

· Updating all transactions in the System

· Maintaining Documents and Files

· Maintaining Customer Records in the System

 Company:  SITEL Pvt.Ltd.                                                         2 Years Experience (Mumbai, India)
Designation: Senior Customer Care Executive
· Handled Customer Queries

· Handled usage and maintenance support
· Trained the new employees.

· Handled the team in the absence of team leader
COMPUTER SKILLS:
· Microsoft Word

· Microsoft Excel 

· Microsoft PowerPoint

PERSONAL SKILLS:
· Customer Service

· Administration

· Task Prioritization

· Time Management

· Presentable & Articulate

PERSONAL DETAILS:
· Date of Birth: 


November 2,1987

· Languages Known:                 English, Hindi, Tamil and Marathi.
· Nationality:


Indian

· Marital Status:


Married

· Visa status: 


Visit Visa
· Joining Status:                         Immediately

· Expiration Date: 

July 15 ,2015
Declaration:

I hereby declare that the above mentioned information’s are true and correct according to the best of my knowledge.
