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Professional Objective:
To obtain a suitable position in an Organization according to my educational and professional qualifications. I would like utilize my experience in a challenging yet friendly atmosphere, Appreciation for initiative drive and provide encouragement for achieving positive results.


Education
1990 – 2004
St. Anthony high school
2004 – 2006
St. Xavier high Secondary School Goa India

2006 – 2009
St. Xavier College Goa India


Employment
2009 -2010 Digicom computer Institute Goa India Worked as Faculty (Teacher) 2010 – 2015 GKB HI TECH LENSES PVT LTD Working as Junior Executive


Academic Credentials
· Completed my Graduation (2009) 
· Bachelor in arts (BA) 
· Knowledge of Computer. 
· Microsoft office, Desktop publication 
Work Experience 
· Worked as faculty (Teacher) in Digicom computer center Goa for one year 
· As a faculty I was teaching Microsoft Word, Microsoft Excel and Microsoft Outlook. In Desktop publication adobe Page Maker 7.0, coral draw 12 and adobe Photoshop 7.0 (From 2009 to 2010) 

Currently working Profile
· Currently working in GKB HITECH LENSES PVT LTD as Office Assistant, receptionist And Front office. (From 2010 to till now) 
· Capable of handling the front desk along with PBX, bell, door, valet and concierge services effectively. 
· Ability to keep up a top level customer service. 
· Ability to train other front office employees and maintain a relation with the staff 
· Possess good organizational and interpersonal skills 
· Handled all the front desk operations 
· Operating Telephone answer and forward calls, provide information, take messages And schedule appointments as and when required. 
· Transferring all incoming and outgoing calls of guests to the respective departments or numbers. 
· As a receptionist attending guests, coordinating with them. 
· Handling Reception which includes telecalling 
· Doing Conference call 
· Capable of handling the front desk along with PBX 
· Coordinated with the guests and responded to their inquires 
· Arranging Drivers for guests. 
· Directly reporting to Managing Directors 
· Day to day Email correspondence 
· Posting of monthly telephone in excel sheet 
· Posting of monthly courier bills in excel sheet 
· Maintaining important documents, records, and files in a proper and organized manner 
· To supervise housekeeping, keep in check up-to-date stationary items, eatables and other administrative purposes 
· Couriers - receiving and logging incoming & outgoing mail 
· Log and stamp all incoming and outgoing mail and faxes; 
· Preparing monthly extension wise report. 
· Letter typing in Word 
· Entry in Excel 
· Coordinating with showrooms 
· Keeping record of all stationery. 
· Arranging stationery for Showrooms 
· All over India and out of India GKB HI TECH LENSE PVT LTD Lab are there. 
· Coordinating with peoples all over India 
· Coordinating with courier peoples 

Special Skills and/or Abilities:
· Excellent interpersonal communication and customer service skills. 
· Maintains professional appearance and demeanor at all times 
Computer Knowledge 
· Knowledge of Microsoft Word, Microsoft Excel and Microsoft Outlook. 
· Ability to prepare and present presentations on Microsoft PowerPoint 
· Capable of browsing the internet through different browsers like, Internet Explorer, Mozilla Firefox and Google Chrome 

Strengths
· Good communication skill. 
· Goal centered behaviors, patient and hardworking. 
· Quick learner, always want to learn something new. 
· Ready to take Challenges 

Hobbies
Reading, Writing, Drawing, Sketching, Painting, Singing, Listening to music and a lot more

	Personal Details:
	

	
	

	Date of Birth
	: 29 September 1987

	Sex
	: Female

	Religion
	: Catholic

	Nationality
	: Indian

	Marital Status
	: Married

	Languages known
	: English, Hindi & Konkani



Driving license
Light moter vehicle Indian driving license

Declaration
I declare that above particulars are true to the best of my knowledge.

