TASLEEM 
Tasleem.356604@2freemail.com

Note: visa status: visit visa  
OBJECTIVE

I wish to work in an environment that allows me both to learn and contribute significantly in the company of knowledgeable and dedicated colleagues. 
WORK EXPERIENCE AT A GLANCE

· Worked as a Front Office executive (Receptionist) in INTERNATIONAL SCHOOL ICSE, Hyderabad, India from JULY 2010 to JAN 2017
PASSPORT DETAILS
	Name as on Passport
	
	Date of Issue
	Expiry Date
	Place of Issue

	Tasleem 
	
	26-Mar-2014
	25-Mar-2024
	Hyderabad


EDUCATIONAL QUALIFICATION

· S.S.C 10th std in the year 2010
· B.A ( English Literature) in the year 2016
· PPTTC (Pre primary teacher training course.)
TECHNICAL EXPERIENCE

· DESKTOP PUBLISHING (D.T.P)
· MS.OFFICE
·  (Word, Power Point, Excel etc).

· Basic knowledge of Accounts.

· Handling Computer work since 2010 officialy 
PERSONAL PARTICULARS
	Gender


	DOB
	Nationality
	Known Languages

	       Female


	10.08.1992


	Indian
	English,Telugu, Hindi &URDU
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Responsiblities
· Administration work

· Handling phone calls.

· Attend Parents.

· Handle Reception duties independently

· Substitute to Principal’s P.A 

· Sending and receiving mails.

· Sending messages to the parents.

· Admission procedure(sale of application/registration/enquiries).

· Maintains a record of office work(complains, feedbacks, couriers etc).

· xerox and printing experience.              
PERSONAL SKILLS
· Proven ability as a quick learner of new skills and technology.

· Looking forward for a wonderful career in future. Sincerity and punctuality.

· Handling phone calls, maintaining documents, emails and messages.                

· Hardworking nature

· Positive attitude

· Self motivated and self starter

· Able to work in group as well independently with minimal supervision.
DECLARATION
I here by declare that the above-furnished details are true to best of my belief. 

Place:   

Date:                                                                               
Yours Sincerely,
(Tasleem).
