KAVITA
KAVITA.366974@2freemail.com  

OBJECTIVE

To contribute and develop my acquired skills and education to the organization where I can excel my talent with hard work and quick learning.

EXPERIENCE

2010-2011:  Data Entry Operator
Bhatia Traders LLC, Sharjah, UAE.

· Data Entry using MS Dynamics GP Software

· Stock Transfer Entry

· Making Sales Invoice

· Making Purchase Order

· Stock Taking

2009-2010: Office in Charge
Dev Associates Overseas Deployment Services, Kannur, Kerala.          

· Understanding, screening resumes and creating job description as per hiring criteria

· Initial Screening and conducting Preliminary Interview

· Maintaining files and information of the applicants and companies

· Testing applicants on specific duties, such as their typing or computer aptitudes.

· Answering all types of correspondence

· Creating reports on weekly, monthly and need basis

· Drafting letters, printing and scanning documents.

· Reporting to the HR Manager and the CEO

· Orient, educate and train fresh employees, familiarize them with their specific responsibilities, communicate in clear what is expected from them

2008-2009: Travel Agent

Message Com & Travels, Ponda, Goa

· Handle all telephonic and walk-in enquires for flight schedules and cancellations

· Making and confirming flight reservations with the passengers

· Notifying changes on flight schedules to customers in advance and making necessary changes

· Invoicing cash and credit cards

ACADEMIC QUALIFICATION
B.com (Hons) from Calcutta University in 2000-2003

Diploma in Office Automation from CMTES Informatics Ltd, Hyderabad (AP), 2005

· Windows, Microsoft Office 2003(Word, Excel, PowerPoint, Access, Outlook)

· Tally 7.2, Wings 2000, Focus 5

· Internet and Email

Diploma in Web Designing from CMTES Informatics Ltd, Ponda (Goa), 2007

· Concepts of Multimedia

· HTML, DHTML, JavaScript, CSS

· Adobe Photoshop, Adobe PageMaker, Adobe Illustrator, Adobe In Design

· CorelDraw,  After Effects

· Macromedia Flash, Macromedia Dreamweaver, Adobe Premiere

MS-Excel2007 from Sree Sankaracharya Computer Centre, Kannur (Kerala), 2009

Object Oriented Programming Using C++ from NIIT, Kannur (Kerala), 2009

PROJECTS

Beginners English Grammar cover page designed on 2009


Lost Smiles cover page designed on 2009

The Alpha And The Omega And Other Stories cover page designed on 2008

LANGUAGES KNOWN

English, Hindi, Malayalam, Bengali.

PERSONAL DETAILS 
Nationality


:


Indian 
Visa Status


:


Residence Visa 

