Heena 
Heena.365918@2freemail.com   

OBJECTIVE
To pursue my career goal, excel and nurture my spirit of continuous improvement by enjoying and relishing whatever I do. I look forward to a challenging, growth-oriented environment in a progressive company, where I utilize my skills effectively to improve operations and contribute in organization’s success.

QUALIFICATIONS

· Professional Qualifications:
· B. Education :
· With 68.25 % - 1st Division, from Gauhati University, Assam
· Academic Qualifications:
	Exam Passed
	Year
	University/Board
	Name of Institution
	Marks

	M.Sc. (Org Chemistry) -Final
	2010
	Mohan Lal Sukhadia

University Udaipur
	Bhopal Nobles P.G. College, Udaipur
	74%

	M.Sc (Org Chemistry) 1st Year
	2009
	Mohan Lal Sukhadia

University Udaipur
	Bhopal Nobles P.G. College, Udaipur
	72%

	B.Sc.
	2008
	Mohan Lal Sukhadia

University Udaipur
	Bhopal Nobles P.G. Girls’ College, Udaipur
	73%

	H.S.C.E.
	2004
	Rajasthan Board of Secondary Education
	Govt. Mahipal Senior Secondary School, Sagwara.
	80%

	S.S.C.E.
	2002
	Rajasthan Board of Secondary Education
	Govt. Girls Secondary School, Sabla 
	82%


Professional Experience
· Worked as Admin Assistant to Director at Skyview Real Estate LLC. (May’12- Apr‘13)
· Keeping and updating records of real estate details on Company’s website related to properties.
· Successfully handling customer queries and updating them for any new developments.

· Updating customers regarding offplan and upcoming projects.

· Shri Padma Prabhu Digambar Jain School, Sabla. (As Teacher) ( July’10 – Sept’11)
· Teaching English and Science Grade I to V.

· Successfully organized Cultural Activities and annual function for school.
COMPUTER PROFICIANCY

· Completed 6 months of study on Information Technology course from NIIT.

· Good knowledge of MS-Office-2007 (Covering MS-Word, Excel and Power Point) and Internet.

ACHIEVEMENTS

· Received Gargi Puraskar given by Government of Rajasthan for scoring 82% in S.S.C.E.
· Won Folk Dance Competition with 1st prize given by Vidhya Pracharini Sabha, Udaipur.
· Won Pratibha Samman prizes for getting top rank in school in 2005 and 2009.

PERSONAL PROFILE

· Visa Status

: Residence Visa (Husband) Valid till April 2018.
· Date of Birth

: 10th Dec, 1987
· Gender


: Female

· Marital Status

: Married
· Nationality

: Indian
· Languages known
: English, Hindi and Regional[image: image1.png]
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