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	OBJECTIVES:

Inclination to grow and evolve as a true Leader and to be an invaluable asset to the organization.
  APPLYING POST: OFFICE ASSISTANT
Professional Experience:

Karvy Computershare Pvt.Ltd                                     (8th April 2012  till 22th Oct 2014)

Responsibilities

Responsiblities for creating and maintaining a filling system, locating document for staff member.
Handle incoming mails and outgoing message.
Operating fax machine, phone system and scan file on a computer system.
Maintaining daily routine in computer, occasionally proof read documents before they are finalize.
Sometime greet customer as they arrive or answer telephone.
This include may have additional duties training, planning  work schedules.



	Oman insurance Service Bureau (Oman)            4 April 2015 to 22 May 2015



	Responsibilities
	Reviewing insurance applications.

	
	Checking proposal forms

	
	Taking claims details

	
	Checking policies to ensure it covers the claims.

	
	Ensuring premiums are paid

	
	Updating records



	
	Sending letters




Personal Profile

Date of Birth    : 16/10/1990

Gender             : Male

Language Known: English and Hindi

Marital Status    : Unmarried

Religion/Nationality: Islam/Indian

ACADEMIC QUALIFICATION     

	Qualification
	Institute/University
	Percentage

	M.B.A
	NIMS UNIVERSITY (2011-2013)JAIPUR
	65.5%

	B.C.A
	Acharya Institute of Management & Sciences, Bangalore.
	61%

	10 +2

	Al-Ameen college ,Bangalore
	45%

	10th
	 Holy Rohini Mission High School, Bihar
	42%


Skill Set and Interests:

· Can work and contribute effectively in a team

· Adaptability and positive attitude

· Quick learner and hardworking 

· Ambitious and committed to excellence

Computer Skills:

· Windows XP, Windows 7, Windows 8

· Microsoft Office

· Email Handling

· Browsing
DECLARATION:

I hereby declare that the above details are true to the best of my knowledge and that I’ll do my best for the good of the organization
DATE                                                                                                                          
