RESUME

 NAME         :      ZALAK 
Career Objective:

1 . To be confidently serving an Organization, promoting team work and providing quality services, with my skills and abilities.
2 . Handling visitors, telephone inquires, booking appointments,  typing / word-processing, administration, training other staff, faxing, filing, etc.
Work Experience:
1. Worked as a hostess on various promotions and exhibitions. 

2. Worked for AXIS BANK LIMITED as Phone Banking Officer from Sep 2007 to Jan 2010.
3. Worked as a Secretary and Data Entry Operator in Export Co’ and shares from Jan 2010 to Sep 2011
4. Worked as a Secretary at Aniket Exports from Sep 2011 to April 2012.

5. Currently working with a Pharma Company as a Secretary to a Marketing Director from April 2012 to till date.

Educational Qualification:
1. Completed Secondary School Certificate (S.S.C) Examination from Sacred Heart High School in the year March-2002 with 54.13%

2. Completed Higher Secondary School Certificate (H.S.C) Examination from B.M.Ruia Girls College in the year March-2004 with 57.67%

3. Completed Bachlor Of Commerce (B.COM) from Bhyramjee Jeejebhoy College of Commerce from Mumbai University in the year April-2007 with 43.85%
Computer Literacy:

1. Operating System: Having Knowledge of Microsoft Office 
2. Comfortable in Accessing Internet.
Main activities and responsibilities : 
1. Can manage the front desk and reception area, supporting the office staff and distributing faxes and incoming correspondence frequently. 
2. Greet guests and manage the front desk with dependability and reliability in a stable and professional corporate office environment.
3.  I also assist office staff on an as-needed basis.
4. Can operate EPABX System.
5. Booking Railway and Air Tickets.
6. Maintaining Incoming and Outgoing Couriers.
PERSONAL DETAILS
Date Of Birth


:28th Spetember 1985
Gender


: Female

Nationality


:Indian

Religion


: Hindu

Marital Status

:Married

Language Known

: English, Hindi , Marathi & Gujarati.

Hobbies


: Listening Music
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