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CARRIER OBJECTIVES
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To succeed in an environment of growth and excellence and earn a job which provides me satisfaction and self-development and help me to achieve organizational goal. To give my best in my professional pursuit for overall benefit and growth of the company that I serve by facing the challenges. I will show my caliber and gain some experience.
AREAS OF EXPERTISE

Keyboard skills, Office Software, Administration, Reception Skills, Equal Opportunities, Filing system
HIGHLIGHTS

· Knowledge of MS. Excel & Tally 
· Knowledge of MS Office 
· Art & Graphics( Coral draw, Adobe Photoshop) 
· Operating Systems (Windows 2000, XP, Vista 
EXPERIENCE

Receptionist Jan-2014 to Present CASA DE ROYALE
· Answering all incoming calls/emails & re-routing them to relevant parties 
· General administrator’s duties, photocopying, filing etc. 
· Data entry onto internal system. 
· Dealing with any inquiries at the receptionist. 
· Monitoring stationary stock & recording when required. 
· Meeting and greeting visitors ensuring they are signed in and inducted. 
· Receiving calls & reserving rooms to special facility call tele-booking. 
Receptionist cum Office Administrative
Jan-2013 to Jan-2014
CLOSE2C HOLIDAY HOMES
· Maintaining All records of Customer in Excel 
· Handling all Petty cash transactions 
· Maintaining of files 
· Keeping Records of all the transaction 
· Customers time sheet in and out details 
Office Administrative July-2013 to Dec-2013 STOCKHOLM DISTILLERS & VINTNERS PVT. LTD
· Day to day updating of Records in excel 
· Following for payments from customers 
· Handling of petty cash 
· Drafting of payment request Letters to the customers 
KEY SKILLS

· Excellent Telephone Manner. 
· Can offer a warm & friendly greeting to visitors. 
· Smart, Presentable appearances. 
· Ensuring an efficient running and operation of the Reception Desk. 
· Experience of arranging month end invoicing on the System. 
· Good skills of Word, Excel, Email and Internet. 
· Strong knowledge of office administration procedures 
EDUCATION

	ARTS
	
	2012

	NICE INSTITUTION (Computer Course)
	Mapusa,Goa,India

	PURUSHOTTAM WALAWALKAR HIGHER SECONDARY SCHOOL
	Mapusa,Goa,India

	SACRED HEART OF JESUS HIGH SCHOOL
	Anjuna,Goa,India

	
	LANGUAGE KNOWN
	

	
	
	

	
	English
	Read-Write-Speak

	
	Hindi
	Read-Write-Speak

	
	Marathi
	Read-Write-Speak

	
	Konkani
	Read-Write-Speak


PERSONAL DETAILS

· Nationality :- Indian 
· Marital Status :- Single 
· Religion :- Hindu 
· Visa Status: Visit Visa (Expiry- 02 December 2015) 
