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“Nothing but the best can satisfy me in terms of performance” “Consistency in efforts always pays”
Career Objective: Looking for an opportunity where I can explore skills and enhance my knowledge and there by contribute substantially for the progress of the organization. Seeking a more promising career in a reputed organization to achieve all my goals in life.

PROFESSIONAL EXPERIENCE
Admin and Secretary in TRAINING INSTITUTE (Dubai)      November 2015-till

date 
                      Job responsibility:-
· Carrying administrative duties such as filing, typing, copying, binding, scanning etc
· Processing expenses sheets and invoices

· Monitoring stationary levels and ordering office supplies.
· Covering the reception desk when required.
· Maintaining computer and manual filing systems.
· Handling sensitive information in a confidential manner.
· Taking accurate minutes of meetings
· Coordinating office procedures.
· Maintain up-to-date employee holiday records.
· Coordinating repairs to office equipment.
· Greeting and assisting visitors to the office.
· Photocopying and printing out documents on behalf of other colleagues.
· Develop and update administrative systems to make them more efficient.
· Taking accurate minutes of meetings.
· Coordinating office procedures.
Customer Service Executive in J.D INTERNATIONAL (Mumbai)
May 2012- October 2014
(Handling international department)
Job responsibility:-
o Handling overseas shipment of Axis Bank. o Handling Dispatch of the shipment.
o Handling delivery of the shipment through telephonic and mailing process. o Maintaining records of the shipments.
o Updating the delivery report on a daily basis.
O   Handling queries via mail and telephonic conversation of the customer as well as Axis bank .
o Updating the records on the company software on a daily basis.
HR Recruiter in People Edge Management (Mumbai)
August 2011-April 2012
Job responsibility:-
o Screening the candidates on a telephonic interview and short listing the candidate. o Setting a appointment with the BPO Hr and the candidate.
o Ensuring the candidate gets a standard job role and the standard salary o Sourced candidates for Wipro, 3G, TCS, Cognizant, IBM etc .
o Grooming the candidates before the interview.
o Follow up with the HR and the candidate for the salary discussion and the joining date.
O Follow up with the candidate if he is satisfied with the job role promised by the company.
Educational Qualification :
o Completed three years degree course in the field of BCA from Dr B.M.N College Of Home Science. o HSC from Atomic Energy Junior College (Mumbai) with a First Class.
o SSC from Atomic Energy Central School (Tarapur).

o Passed Typing Test with 30 wpm.
Personal Details:
	o
	Date of Birth
	: 15 August 1987

	o
	Nationality
	: Indian

	o
	Marital Status
	: Married

	o
	Visa Status
	: Employment  Visa

	o
	Hobbies
	: Playing Badminton, playing chess, Listening songs.

	
	Strengths:

	

	o
	Goal oriented.
	

	o
	Good communication.

	o
	Creative.
	


o  Handle pressure at all times.
o  Adapt to new Situation and Goals.
  Languages Known: English, Hindi, Marathi and Malayalam.
 Computer Proficiency: Microsoft office (MS-office, Excel, Word, Ms-DOS and PowerPoint Presentation)

 Visa: 
Employment visa
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