Dear Sir/Madam

I accomplished several goals in my short term career and now I am willing to expand my professional sphere by accepting new challenges in the field of administration or office support. I am eager to apply for the opening at your firm and have attached my resume for your reference and consideration. 

 I posses strong ability to easily create a good relationship with co-workers and clients. 

As a member of team at your firm I can offer: 

• Reliability, efficiency, accuracy with my duties. 
• Familiarity with computer software applications and general 
office procedures. 
• Honesty, maturity, and ability to look as opportunity towards 
challenges. 
• Self motivated with the ability to contribute more as a 
member of growing team. 

My aim is to set up a time so that we can get together to discuss how my professionalism, talent, and enthusiasm will help your organization. I look forward to hearing from you soon. Thank you for consideration. 
Sincerely,


	


CURRICULUM VITAE
	
	


OBJECTIVE:
Rendering to work in an environment, which can enhance my personality and technical skills. To achieve the zenith in the field and also to prove myself as an asset 

to the concern with my skilled knowledge, To gain knowledge, to utilize the best of my skills and be a hard working for the growth of the organization.
 EXPERIENCE:
FRESH GRADUATE

COMPUTER KNOWLEDGE:
· Certificate in AUTO CADD (2d & 3d).
·  Basic knowledge of computer in MS office,Photoshop etc.
SKILLS:
             Good Communication Skills.

EDUCATIONAL QUALIFICATION :
· Bachelor Degree in Bsc INTERIOR DESIGNING from Mangalore University,Year-2007-2010
· Pre Degree(11th &12th) from P.E.S vidyalaya(CBSE), Year-2005-2007.
· 10th  from CHINMAYA vidyalaya(CBSE),Year-2004-2005
PERSONAL DETAILS :
 Sex                             Male

 Date of Birth

26th FEB 1989
 Martial Status

Single
 Nationality                 Indian    

 Languages Known
Hindi, English & Malayalam
HOBBIES:
Net Surfing, Listening to Music & Coin Collection
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