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Career Objective                                                                                                                        
To explore new avenues and experience new culture in a new place. To raise the level of my expectations.
Education & Certifications              






      
· Passed S.S.C from Our Lady of Divar Higher Secondary School in the year 1993
· Passed H.S.S.C through Goa Board in the year in 1995
· Graduated in Commerce from S.S Dempo College , Goa University in the year 1998
· Bachelor in Library Science from Indira Gandhi National Open University in the year 2012
Certifications 
· Computer course at Aptech which included Operating systems.

· Typing course at Stenodac with speed of 40 w.p.m

· Tally 6.3 at MICE 

Work Experience                                                               




     
· Sunshine Worldwide School (CBSE) 



July 2010 till date.

Position : Librarian 

Job responsibilities include :

a) Ordering of reference and story books for the school library

b) Issuing books to classes from UKG to class 12.

c) Reading stories to lower classes during their library class

d) Classifying and cataloguing of the books ordered.

e) Ordering of stationery for the students.

· Devaaya Ayurveda & Nature Cure Centre
 

18th Nov 2007 - July 2010.

Position: Front office supervisor

Job responsibilities include :

a) Handling the reservations

b) Receiving guests

c) Looking after the smooth running of the front office.
· Landmark Credit & Insurance Managers Pvt. Ltd 

August 2000 - October2007
Position: Tele marketing executive

Job responsibilities include :

a) Calling up clients for car insurance and generating business for the company.
· Sanganak Technologies 
August 2003 -May 2005
Position: Office Incharge

Job responsibilities include :

a) Handling the accounts of the firm

b) Customer care

·  Access Point (Franchise for ICICI Home Loans) 

October 2001 - July 2003
Position: Sanctions in charge - Back office 
Job responsibilities include :

a) Processing the files, credit appraisal for the applicants for home loans and liaising with ICICI managers to clear the files.

b) Handled sanctions of more than 50 lacs.

c) Tele calling
·  Vysya Bank 
Dec 2000 - Sept 2001.

 Position:   Data entry Operator
Job responsibilities include :
a) Handling of credit card data.
Other Achievements & Interests   







     
· Reading & Music
Additional Information









     
● Date of Birth: 19th January 1978

                                           ● Marital Status: Single  
● Nationality: Indian  



                             ● Religion: Roman Catholic   
References : will be provided on Request
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