COVERING LETTER
Dear Sir / Madam,
It is with great interest that I am forwarding my CV for your consideration.
My record of academic achievements and professional career history demonstrates attributes that make me a valuable employee.
My CV is enclosed to provide you with details of my skills and accomplishments but I am certain that personal interview would more fully reveal my desire and ability to contribute to your organization.
Thank you for your time and consideration and I look forward to speak with you soon.
Yours sincerely,
Mamta
Curriculum Vitae

Mamta 
UAE Mobile: 
Email – mamta.36790@2freemail.com 
   
Objective: To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self development and help me achieve personal as well as organizational goals.  
Skills:
Excellent Organizational Skills.
Computer Proficiency.
Data Entry.
MS Office.
Time Management.
Filing.
Internet Applications. 


Professional Experience
Blends & Brews Coffee Shoppe, Thumbay Group, Ajman, UAE 
Service Period - March 2015 to April 2016

       Position
 :  Secretary cum Crew Member.
· Schedule meetings, arrange the conference room and prepares the documents required by for the meeting.

· Take down minutes of the meeting.

· Prepare business correspondences and internal circulars.

· Maintain general filing system.
· Receive direct/relay telephone messages/faxes/emails.
· Perform general clerical duties.

· Maintain the Operations Manager calendar.

Bhutan Wanderers Tours and Travels, Thimphu, Bhutan
Service Period - March 2015 to April 2016

       Position
 :  Assistant Admin Executive
· Tour Guide
· Attending phone calls

· Welcoming guests

· Marketing

· Customer service

· Maintain general filing system.
· Receive direct/relay telephone messages/faxes/emails.

· Perform general clerical duties.

Academic Qualification                            
· Bachelor of Business Administration (BBA 2011- 2014) 
Royal University of Bhutan.
· Plus Two - Commerce  ( 2009-2010)
Bhutan Board of Secondary Education









Personal Information
Nationality                    
:
Bhutanese
Date of Birth                 
:
03-November-1990
Marital Status                
:   
Single
Languages Known

:
English
 - Good









Dzongkha
- Mother Tongue

                                                          Nepali           - Good






Hindi

- Average  

                                               
Hobbies
Reading, Travelling & Music.
