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	Objective:


To join an organization that will recognize and utilize my skills fully and offer me a position requiring innovative and creative ideas where continuous growth and learning are way of life.
	Work Experience:


Position:   Receptionist cum Office Assistant

Company:  Hinduja Leyland Finance Limited

October 2015 to November 2016

Main job tasks and responsibilities:

· answer telephone, screen and direct calls 

· take and relay messages

· provide information to callers

· greet persons entering organization

· direct persons to correct destination

· deal with queries from the public and customers

· ensure knowledge of staff movements in and out of organization

· monitor visitor access and maintain security awareness

· provide general administrative and clerical support

· receive and sort mail and deliveries

· schedule appointments

· maintain appointment diary either manually or electronically

· organize conference and meeting room bookings

· monitor and maintain office equipment

· control inventory relevant to reception area

· tidy and maintain the reception area

	Educational Qualification:


· Bachelors of Commerce from Nagpur University - Year 2016.

	Technical Skills:


· Microsoft Office  (Word, Excel, basic knowledge)

	Achievements


· Participated & Won in Various School Funtion Events.

· Participated & Won in Academic & Cultural Inter Collegiate Competitions.

	Leisure Interest


·  Listening Music. Reading  Books & Newspaper.
	Personal Strength: 


· Self-motivated 

· Eagerness to learn.

· Team facilitator.

· Adaptability.

· Good communication skills.

· Good Potential
	

	


Declaration:

I hereby declare that the above information given by me is correct and genuine to the best of my personal knowledge and belief.
