CURRICULUM VITAE


	[image: image1.jpg]



Personal Data:

Date of Birth: 21.12.1985
Sex: Female

Nationality: Indian

Religion : Hindu
Marital Status: Married
Visa Status:  Tourist Visa 
(Valid till 17th July)
Language Known :

English,Hindi, Gujarati & Sindhi 
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To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
Career Objective

Being versatile and eager to take up new challenges in my career development where my knowledge and experience can be shared and enriched. I am seeking a proactive position that would provide an opportunity for professional growth and advancement with in structured work environment
Profile

Comprehensive skills, boosted with self-motivation and a positive attitude to
cop up with work pressures and difficult tasks and finally to achieve the goal.
A professionally committed team player with leadership ability, who uses high standards of communication, positive and interpersonal relationships which is balanced with high value to the social and leisure interests
Professional Experience

United International Tours and Travels, 
Vadodara, India
Admission Supervisor - May 2010 to Nov 2012
 Roles and responsibility:

· Coordinating with Colleges/Universities for admissions.

·  Organizing student seminars.

·  Recruitment & Training of Staff – product knowledge

·  Coordinating with Branch offices for day-to-day activities.

·  Training and support to Franchisee.

· Imparting Training to students for visa purpose
· Petty cash management for HR and Administration team
· Identify vendor for providing various services for effective management of the education programs and suggest ways of improving their effectiveness and efficiency


	


Academic Record

· MCom (HR) - MS University, Vadodara, Gujarat, India – 2009
· BCom - MS University, Vadodara, Gujarat, India – 2007

CERTIFICATIONS
· IELTS (scored 6 band)
· Tally 7.2
· Certification of excellence - Management Student's Association, Vadodara, India
· Certification of participation - 2nd National cyber Olympiad
Key Skills

· Proficient in Microsoft Office, internet, web-based applications
· Profound ability to satisfy customer with quality service.
· Talent in data retrieving, and preparation of reports.
· Good interpersonal skills with an interacting power with all people.

· Able to juggle multiple priorities and meet tight schedule without compromising the quality.

Declaration

I hereby confirm that all the above given details are accurate.
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