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RESUME
PERSONAL DETAIL:
GENDER: Female
DATE OF BIRTH: 05/10/1992
RELIGION: Muslim
NATIONALITY: Indian
MARITAL STATUS: Single
OBJECTVE:
· Looking forward to  obtain a suitable position employment for a company to benefit mutual growth and success and getting experience
SKILLS:
· Enthusiastic, energetic, adaptable, patient, and friendly
· Willingness to learn
· Effective communication skills
· Good time management
· Professional and Mature
EDUCATION: 
· HSC PASS
(Passed out in 2010)

(English Medum)
· Graduate (b.com)
Mahatma Gandhi Kashi Vidyapith(Varanasi) 

(2010-2013) (English)
OTHER SKILLS:
· Basics of computer
· Word processing and accounting
· Microsoft office 
· Fluent English (Reading & Writing)
· Internet Browsing
LANGUAGE KNOWN:
· ENGLISH
· GUJARATI
· HINDI
WORK EXPERIENCE:
· Currently working as office assistant in Nihal Travels from July 2013

Responsibilities: 

                             Making monthly bills

                             Keeping records of Accounts

                             Marketing

                             Handling Customers

                             Planning & Coordinating
