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WILMA
Email

: Wilma.356394@2freemail.com 
Gender
: Female 
DOB

: 24-05-1994 
CAREER OBJECTIVE:
To associate with a progressive organization that enhances my knowledge and skills according to the latest trends and to become a part of a team that dynamically works towards the growth of the organization and gains satisfaction thereof.
WORK EXPERIENCE:

Worked as Computer Operator at Aarvee Associates (National Highway Project)

Udupi, India From August 1st, 2016 to January 31st,2017
Roles and responsibilities:

· Compiling, sorting and verifying the accuracy of data to be entered.

· Coordinating with Purchase & Logistics department: 

· Prepare the Purchase Order. 

· Enter the data on daily Purchase order tracking report.

· Follow-up the order with warehouse as well as tracking delivery schedule.

· Verify the Invoice & Purchase order.

· Preparing short supply and damage report. 

· Coordinating with Account Department:

· Submitting the Invoice to account.

· Follow up for client payment. 

· Responsible for letter drafting and transferring large amount of Data through hardcopy to system by using MS-Excel and MS-Office.

· Entering and updating clients and supplier’s details and sorting accordingly.

· Responsible for finding out and removing old and out of date information from database. 

· Responsible for answering the phone and diverting calls and Mailing.

· Taking care of filing, photocopying and binding of records. 

· Filling all Important Documents/Invoices to be scanned.

· Responsible for performing other general administrative duties as requested by the Manager.

· Collecting & distributing couriers, letters and parcels etc.

· Storing completed documents in appropriate locations in the system.

· Comparing entered data with the source documents.

· Scan documents and print files, when needed and Keeping information confidential.
ACADEMIC QUALIFICATION:

	Qualification
	School/college
	Year of passing
	Percentage

	S.S.L.C
	St.Francis Xavier High School, Udyavara.
	2009
	67.36%

	P.U.C 
	St.Cecily’s Composite PU. College, Udupi
	2011
	71.5%

	B.COM
	Mahathma Gandhi Memorial College, Udupi.
	2014
	69.12%

	M.COM
	St. Mary’s College Shirva.
	2016
	71.685%


COMPUTER SKILLS:

Diploma in Computer Application.

PERSONAL STRENGTH:
· Good Leadership qualities with a positive attitude.

· Highly Initiative towards responsibilities.

· Hardworking.

· Quick learner.

· Work with team spirit. 
PERSONAL PROFILE

Date of Birth

: 24/05/1994
Sex



: Female

Visa Status              
: Visit Visa (Expires on May 22nd 2017)
      Marital Status

: Single
Nationality


: Indian

Religion


: Roman Catholic  

Languages Known
: English, Hindi, Kannada, Konkani and Tulu.
DECLARATION

I hereby declare that what is stated above is true and correct to the best of my knowledge.

 (WILMA)

