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OBJECTIVE
Enthusiastic and Passionate individual looking for a position  where i can maximize my organizational skills in a challenging environment, thus achieving a high degree of work efficiency.

QUALIFICATION
	
	School / College
	Board / University
	Percentage

	10th ( 2008)
	M.E.S.R.R.School
	CBSE
	69.00%

	12th (2010)
	M.E.S.R.R.School
	CBSE
	72.00%

	BA ENGLISH
	IGNOU
	IGNOU ( Distance Education)
	On Going


PERSONAL DETAILS
Marital Status                : Married

D.O.B                            : 23.06.1992

Language's Known :  

                 To Write               : English , Hindi, Punjabi

                 To Speak              : English , Hindi , Punjabi , Malayalam

                 Understand          : English , Hindi , Punjabi , Malayalam , Kannada

WORK EXPERIENC/BACKGROUND
   Designation                                   Company                                                         Place

Front office Staff  /     K SUBRAYA ANANTHA KAMATH AND SONS      KERALA, INDIA

 Receptionist                                   ( Exporting cashew nuts )                                       
Work Experience : 1.5 years

· Answered and screened and directed inbound phone calls.

· Performed general secretarial duties, including – meeting scheduling, appointment setup, mailing and courier.

· Took verbal and written messages and trasmitted to exact person.

· Maintained meeting dairy – manually or electronically, as required.

· Interacted well with the public.

· Handle delicate situations, such as – customer request, special needs and complaints.

· Performed basic customer service functions.

· Maintain daily basis stock of head office and of all branches IN MS EXCEL / OPEN OFFICE TEXT.

· Prepare documents in MS WORD / OPEN OFFICE WRITER.

· Handling online sales website of the company .

· Receving and Replying mails.

· Preparing labels in Zebra Designer Software.

· Doing Physical sales, if needed.

KEY SKILLS
· Good knowledge in MS EXCEL/OPEN OFFICE TEXT, MS WORD/ OPEN OFFICE WRITER, INTERNET, PAINT.NET, ZEBRA DESIGNER SOFTWARE, basic knowledge in PDF and converter.

· Ability to handle several situations at once with confidence.

· Maintain manual details neatly . 

