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	Objectives
Skilled at Multi tasking maintaining a strong attention to detail. Employs Professionalism and superior skills to meet client and company needs.
Education
Bachelor of Arts & Literature- Year 2005
St John High School- Udupi Karntaka,India
MS CIT,Computer Application
Diploma In graphic Design

experience
Executive Assistant|Rolta _Mumbai
January-2006–Sepetember 2006
1) Answering incoming calls in a professional manner.
2) Maintaining suitable and sufficient office stationary levels.
3) Establishing stationary requirements for the Office.
4) Updating databases with confidential and relevant information.
5) Coordinating and communicating activities for the Office, including all employee events.
skills
· Microsoft Office Proficiency
· Proper Phone Etiquette

· Customer Service oriented

· Self Starter

· Works well under pressure

Personal Details:

Date of Birth: 6th September,1983

Passport:  K1639569

Visa Status: Husband Visa
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