	MYTHEEN 
(Experience: 5 years )


	 CAREER OBJECTIVE

To inculcate and incorporate disciplined professional and ethical work culture to maximize organizational profits and to benefit the society as a whole & climb the ladder of success and reach the highest echelons in the corporate world by joining an exemplary organization where Hard work, Creativity & Commitment to work are well rewarded.                    

 SUBJECTS OF SPECIAL INTEREST
· Back office & System Handling
·  Data entry & Receptionist
 ACADEMIC CHRONICLE

1. B.Sc Physics from Shrimati Indira Gandhi College Trichy, with 72%.              Aggregate   2011.
3. Higher Secondary Certificate from Government  Girls Higher Secondary School, Erode, with 60% aggregate in 2008.
4. Secondary School Leaving Certificate from Government Girls  Higher Secondary   

    School, Erode, with 61 % aggregate in 2006.

 SKILLS

· Fast learner, Hard working, Empathetic, Team-building & Leadership abilities.

· Ability to handle situations, Adaptable to job challenges & changes.

· Ability to manage and motivate individuals.

· Self-motives – Capable of initiating new ideas and self-learning.

· Honest and sincere approach in duties and responsibilities.

· Suits with timings and situations of work.


	


 PROFESSIONAL EXPERIENCE

	
	Organization 
	       The Noble Honda Service Erode (June 2011 to Till date)
· For 2 years worked as a Receptionist 
· Till date working as a Back office Executive

	
	Designation
	      Receptionist & CRE

	
	Job Profile
	· Responsible for  the  Vehicle intake & Billing.

· Responsible for  Customer Handling 
· Responsible for  Data Maintain

	
	Duration
	5 years.


	
	
	EXTRACURRICULAR ACTIVITIES
Technical Skills:
LANGUAGES                      : C, C++ (Basic)
PACKAGE                            : MS OFFICE
ACHIEVEMENTS& EXTRACURRICULAR ACTIVITIES:

· Participate on National level Symposium at MAM college of engineering Trichy 
· Participate on NSS camp.
· Best volunteering in FINEARTS association during 2008-2011
PERSONAL MEMORANDAM

Date of Birth

           : 01.11.1991
Marital Status

           : Unmarried

Nationality

           : Indian

Language Known
           : English, Tamil
Job Seeker First Name / CV No: 1718952
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