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CARRIER OBJECTIVE

To assist the organization to accomplish its goal & Full fill my dreams by performing my duties to the organization, also where I can experience personal growth, development and to be in a responsible position where I can noticeably contribute to the organization and work in team environment as well as in self-directed tasks.
EDUCATIONAL QUALIFICATION
· 10th I.C.S.E 
· 12th H.S.C
· BMS(Bachelors In Management Studies) (waiting for results)
TECHNICAL SKILLS
Operating systems

: Windows XP onwards
Application software
: Microsoft Office,
Basic skills


: MS Office, Excel sheet
STRENGTHS
Ability to work hard & quick adaptability

Can Work in Team Environment As Well As In Self-Directed Tasks
PROFESSIONAL DETAILS
· WORKED AT ROYAL TRAVEL INSURANCE SERVICES AS ADMINISTRATIVE EXECUTIVE FOR 3 YEARS.
1. MAKING QUOTATIONS 

2. FOLLOW UP WITH CLIENTS FOR PAYMENT

3. MAKING BILLS/INVOICES

4. ISSUING POLICIES 
5. SORTING ACCOUNTS ISSUES FOR ACCOUNTANTS (HOW WAS THE PAYMENT MADE/WHEN WAS THE PAYMENT RECEIVED ETC)
· WORKING AT SWASTIK SYNERGY ENGINEERING PVT LTD AS AN EXECUTIVE ASSISTANT TO THE BUSINESS DEVELOPMENT MANAGER.
 1. PREPARE MEETINGS FOR THE DAY
 2. FOLLOWUP WITH THE CLIENTS FOR PAYMENTS
 3. MAKE QUOTATIONS / LETTERS ETC

     4. DAY TO DAY ADMINISTRATIVE WORK   

     5. ALLOTTING WORK TO STAFF (SENDING THEM FOR SITE INSPECTION/SENDING STAFF              TO CONDUCT WORK OF INSTALLATION/SENDING STAFF TO COLLECT PAYMENT FROM CLIENTS/KEEPING DAY TO DAY RECORD OF STAFF/TAKING APPOINTMENT FROM CLIENTS FOR MONTHLY AMC)

    6. CHECKING DAILY MAILS AND REVERTING BACK AND PROVIDING BACKEND SUPPORT TO THE MANAGER
PERSONAL DETAIL
Date of Birth


:-  08-04-1994
Nationality


:-  Indian
Marital Status

:-  Unmarried

Gender


:-  Female

Languages Known

:-  English, Hindi, Marathi
Hobbies


:-  Traveling, watching movies
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