Kanchan
Work Experience
Vision Water Pvt. Ltd.
Sector 4, Rohini, Delhi – 110085 
December 2014 – May 2015
Internship as Assistant Trainee – Corporate Services
Roles & Responsibilities:
· Drafting Corporate Communication – Letters / Proposals etc. 

· Compilation of Company Performance Statistics for FY2014-15

· Compilation & Circulation of Monthly Board Meeting MoM 
· Creating Presentation based on Monthly Performance Indices 
Academics

Pursuing Executive Level - Company Secretary (results expected in September 2016)

Institute of Company Secretary of India

Bachelor of Commerce, 2015
Dr. B R Ambedkar College, University of Delhi, Delhi.

All India Senior School Certificate Examination, 2013
Central Board of Secondary Education

Victoria Girls Sr. Sec. School, Rajpur Road, New Delhi

All India Secondary School Examination, 2011
Central Board of Secondary Education

Victoria Girls Sr. Sec. School, Rajpur Road, New Delhi

Extra-Curricular Activities
· Vice President of Ruby House for Year 2012-13 in Victoria Girls School
· Asst. Editor of School Magazine for Year 2012-13 in Victoria Girls School

· Active member of School Debating Society

· Participated in various cultural events at inter-school level
Other Skills
· Working Knowledge of Computer Programs – Word, Excel, PowerPoint, Outlook

· Working Knowledge of Accounting Program - Tally

Personal Interests: Reading, Cookery
Language Skills: English, Hindi 

DoB: 04 August, 1994
Nationality: Indian

Marital Status: Married
Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




PAGE  
- 2 -
Curriculum Vitae

Kanchan Jain

