

CURRICULUM VITAE

[image: image1.jpg]


                             











SAVITHA

 





E-mail: SAVITHA.345324@2freemail.com 
Al Kuwait Street,

Al Karama near to lulu market                                                                      


Visa Status: Visit Visa (Valid till April 28, 2017)













CAREER OBJECTIVE: 

Seeking employment that allows me to grow professionally, while being able to utilize my skills for the betterment of the organization with the best use of my dedication, determination and resourcefulness.

WORK EXPERIENCE:
1.     Name of the Company:
: Reliance General Insurance Co. Ltd


Designation


: Receptionist/Admin Asst.


Period



: From December 2015 to December 2016.
2.
Name of the Company:
: Integrated Technologies


Designation


: Receptionist


Period



: From May 2014 to November 2015.
3. 
Name of the Company
: Serena Spa/Serena Vocational Training Institute Pvt. Ltd


Designation


: Receptionist/Office Assistant


Period



: From September 2011 to March 2014

4.
Name of the Company
:Prasanna Technologies Pvt.Ltd


Designation


:Front office Executive



Period



:From June 2006 to May 2010
 WORK SUMMARY:
· Maintain message and phone call register

· Attend visitors at front desk

· Receive and index letters and all correspondences pertaining to all projects of all companies
· Maintain inwards and outward register for all parcels and couriers.

· Maintain bio data of applicants, employees

· Collect purchase requisition from concerned project associates

· Collect quotation or en-quire price of goods to be purchased for rarely purchased materials

· Generate and submit monthly/periodic invoices to be submitted to various locations for different projects
· Make payments against invoice and office related expenses. Regularize the payment after receipt of bill
· Monthly bank pass sheet of all companies to be maintained in the concerned files
· Maintain list of recurring expenses like, Company and office related recurring payments: Rent, Utility bills, Loan repayments, Insurance premiums, Personal loans and investments, Credit card payments
· Bank balance register

· project wise, location wise expense statement

· Stock Statements
· Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.

· Assisting for accounts.

· Calculation of incentives and salary of employees.
· Issuing vehicle policy and handling insurance related day to day paper works.
EDUCATIONAL QUALIFICATION:
· Currently pursuing degree in Bachelor of Arts (B.A) from Mysore University.

	Qualification
	Year of Passing
	Name of the Institute
	% of Marks

	Diploma in Computer Application
	2005-06
	Manipal Institute of Computer Education - Mangalore
	81%

	Diploma in Secretarial Practice
	2004-05
	Capitanio Commerce & Technical Institute, Mangalore.
	49%

	P.U.C
	2003-04
	St. Joseph's Pre-University College, Bajpe
	62%

	S.S.L.C
	2001-02
	Rosa Mystica High School, Gurupur -Kaikamba
	71.84%


APPLICATION PACKAGES

:Basic of IT & Windows 98







:MS-Office(Word, Excel, Power point, Access)







:Internet, Dream weaver, Corel Draw

ACCOUNTIG PACKAGE


: Tally 7.2
OTHER




: English Typing







: Kannada Typing
LINGUISTIC KNOWLEDGE:
To Speak: Kannada, English, Hindi, Konkani.

To Read: Kannada, English, Hindi, Konkani,

To Write: Kannada, English, Hindi, Konkani,
HOBBIES:  Dancing, Listening Music.
PERSONAL DETAILS:
Date of Expiry


: 12/12/2022
Date of Birth


:13th December 1986

Sex



:Female

Religion


:Roman Catholic

Nationality


:Indian

DECLARATION:

Above information is correct in my knowledge, if you favour me with an appointment I shall do my best to work to the entire satisfaction of my superiors.


Place: Mangalore


Date: 








                    

Yours Sincerely,
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