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Skills & Abilities
Strong communication skills
Vast Scope in
Learning.
Presentation
Skills.
Liaison with other branches of study as well.
Well-developed organizational and time management skills.
A team player and can also work independently.
Ability to write about various topics within stipulated period of time.

Gulfjobseeker.com CV No: 1437198
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
To obtain a niche position by way of continuous learning, whereby my skills, abilities, innovative ideas and education are utilized for individual as well as organizational growth.
Work Experience:
MAGS RURAL EDUCATION & TECHNOLOGY PVT. LTD (November 2014-January 2015) (Bangalore)
Designation: Center Support Officer
Department: Retail
Responsibilities:
· Managing the day-to-day Operations of Office. 
· Planning and Scheduling meetings and appointments. 
· Providing quality customer service to business partners. 
· Preparing PowerPoint presentation on Monthly review meeting. 
· Preparing Daily, Weekly, Monthly and Ad-Hoc Reports 
· Prepare Minutes of Meetings 
· Arrange transportation facilities to overseas clients 
· Intimate the management on any changes in the client details and negotiate on behalf of the management. 
· Preparing Quotation for flyers, brochures. 
Instructing graphic designer in designing the flyers, Brochure.
· Administrator for Facebook (Content Creator): Edit the Page, send messages and create posts as the Page, create ads, and view insights. 
SAMI DIRECT MARKETING PVT. LTD (January 2013- February 2014) (Bangalore) Designation: Trainer –Business Development
Department: Technical Support
Responsibilities:
· Conducting regular training to Distributors and Customers in the Business development. 
· Rendering product related Technical queries support across India. 
· Company Staff visitors for Sponsorships to Promote Company products. 
· Preparing PowerPoint presentation on products. 
· One to one training to customers. 
· Query Clarification through mails. 
· Query Clarification through telephonic conversation. 
· Clarification of products for walk-in customers. 
· Administrator for Facebook (Content Creator): Edit the Page, send messages and create posts as the Page, create ads, and view insights. 
· Member of company Employee engagement team. 
· Carrying out research on various Products in the market. 
· Providing quality customer service to business partners. 
· Member of company Employee engagement team. 
· Planned all travel arrangements for CEO every month. 
· Taking minutes of meetings. 
· Conducted BMD (Bone Mineral Density) Camp in Corporate Office, Kormangala. 

Education
Master of
Science
SBM Jain College
Bachelor of
Science
SBM Jain College
Pre- University
MS Ramaiah
College
10th Standard
Air Force School
Hebbal


MODEL BIOSYSTEMS Pvt (INDIA LTD) (August 2010-December 2012) (Bangalore) Designation: Research Associate cum Administrative Executive
Responsibilities:
· Handling Drosophila Stocks of IISER,Pune ( Indian Institute Science Research and Education) and NCBS,Bangalore (National Centre for Biological Sciences) 
· Culturing Of Drosophila and its Maintenance. 
· Drug Screening (Neutraceutical Compounds) 
· Organizing and maintaining files of drosophila stock and records. 
· Planning and Scheduling meeting and appointments with clients. 
· Provided information on stocks to business partners. 
· Preparing reports and presentation. 
· Preparing invoices for the clients. 
· Provided information by answering questions and requests. 
Certificate Program
· Course in Advance Excel 
Software Used: Microsoft Advanced Excel 2007 
· Diploma course in Interior & Architectural CAD 
Software Used: Auto Cad 2D-3D, 3DS Max 

Additional
Training
Bioinformatics training - Sri Bhagawan Mahaveer Jain College
Genetics project:
Study on Mendelian Traits.
Personality Development, Time and Stress Management and Leadership Skills by YGEN
A certified course in Business Management
Participated in Bioneers 2007 and Bioneers 2008
Presented seminars on various topics during the course of undergraduate and postgraduate studies.
Actively participated in various sports events


Personal information
Gender:
Female
Marital Status:
Married
Date of Birth:
29-Aug-1987
Hobbies:
Listening music, Reading, Sketching & Cooking
Languages known:
English, Hindi, Kannada and Bhojpuri
Declaration:
I hereby declare that the particulars of information and facts made in the above application are true and correct to the best of my knowledge.
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