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                                                       Personal Data:
Nationality:       Indian

Date of Birth:    02/07/1981
Sex:                 Female 
Marital Status:   Married

Languages Known:

English ,Hindi,Oriya

	ASHI PARWIN CV No: 2009166
8.0 + year Experience as a Receptionist & Front Office Co-ordinator  in Company
OBJECTIVE
Seeking responsible and challenging career, where my accrued experience will significantly contribute to the growth and profitability of the company. 

  ACADEMIC QUALIFICATION 

Professional Qualification: P.G.D.C.A from N.I.C.E Institute.
Educational Qualification
Pass +2 Arts under Council of Higher Secondary Education of Orissa in March-2000
Pass Std X Under Board Of Secondary Education, (Orissa) in April 1998
Pass  Graduation from Thiruvalluvar University,Tamilnadu in June 2004

COMPUTER/SOFTWEAR SKILLS
1. Knowledge of  WORD ,EXCEL,E.R.P,S.A.P &Internet Etc.  

PROFFESSIONAL EXPERIENCE

JOB RESPONSIBILITY 
• Manage multi-company switchboard, routing calls as appropriate
• Receive incoming courier packages and prepare outgoing packages

• Receive and distribute fax correspondence

• Process daily outgoing mail using postage machine and retrieve incoming mail from post office including opening, stamping and sorting

• Greet all visitors by offering refreshments, inform the appropriate staff of their arrival

• Manage boardroom bookings 

• Assist with catering for meetings

• Prepare and code select invoices including matching with receiving slips
• Assist with inter-company receivables
• Maintain master list of utility accounts by property and prepare monthly usage reports


	
	• Prepare vendor cheques for mailing 

• Post monthly payables 
• Assist with administrative overflow and special projects from other departments as needed
• Manage bi-weekly office supply orders and maintain appropriate quantities in reception stock room
Past Employer History With Position
1> March 2006 to November 2009 as Receptionist IN GRACURE PHARMACEUTICAL,Delhi
2> November 2009 to March 2012 as Receptionist & Front Office Co-ordinator in FAMY CARE Pvt Ltd, Sarigam,Bilad,Gujarat
3> March 2012 to May-2014 as Receptionist & Front Office Co-ordinator in (Ind) Pvt Ltd, Ahmadabad Plant
DECLARATION 

I hereby declare that the above mentioned information are true to the best of my knowledge and is ready to provide any clearance as and when required



	
	

	
	

	
	


                                      ASHI PARWIN CV No: 2009166


To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.








CURRICULUM VITAE














