	Jennifer 
Jennifer.371729@2freemail.com                            

Personal Data

Date of Birth: 09-08-1991
Sex:  Female
Nationality:   Indian

Marital Status: Single
Languages Known: English, Konkani , Hindi & French.                                                   

Interests &

Hobbies:     Listening songs,

                   Internet surfing, 
                  playing basket 

                 and exploring  

                   new places.

Education :

High school from C.B.S.E Board in 2011  from Holy Child Auxilium
Intermediate from C.B.S.E Board in 2008 .
Graduated from Delhi University in B.A program in 2014 .

	Academic Record

· B A Program Delhi University ( 2014).
· Completed DELF A2 French, Preparing DELF B1

Professional Experience: 

Previously  worked  with (Shanti Adventure Tour Pvt) 
Period : December 2016 – Till Date 

Designation: Admin Assistant 
Job Profile.

· Attending the guests/ hoteliers visiting our office.

· Handling official mails which includes forwarding received inquiries every morning, then dispatching them in customer relation management module (CRM). For offline enquiries (received via Walk in, forms, phone), we need to create them in CRM manually and online comes automatically in CRM.

· Preparing weekly sales report. Sending monthly arrival sheet and monthly departure sheet on every Week.

· Updating feedback forms received in English and French in incentive sheet and in google drive Preparing for Jalsa (which takes place in the first week of every month) and other events like festivals or celebrations.

· Dealing with the printer for visiting cards, brochures and flyers under the guidance of respected departments - Other admin works if required by the HR and other staff members.
Worked with Visa Facilitation Services (VFS).

 Period : - April 2015 – July 2016

Designation :- Operational officer 

Job Profile:-
· Scrutinizing the customers documents; filing, arranging all necessary documents as per set criteria of particular Embassy and entering in the system.Dealing with queries of customers



	Skills & Achievements
Committed to learning new skills and work under pressure

Quick learner and team player

Adaptable to challenges

Informationtechnology skills 

.
· MS office (MS Excel, Word, Power point)
Preferences:    

Location:             Dubai
Expected : 5000 AED  above

	· Dealing in collection and dispatch of passports and documents from Netherlands Embassy.

· Taking Boi-metrics.

· Dealing with Accountant regarding tallying the payment. 

· Auditing application.

· Responsible for data entry for Estonia, Germany and Switzerland Team and taking bio-metrics.

Worked with Netherlands High Commission While working with VFS
Job Profile:-

· Registration of visa application
· Auditing applications
· Packing and verifying details in the passport.
· And other back office task
Worked with FIS Global Business Solution
Period : - November 2011 – December 2011
Designation :- Customer Care Executive

· Assisting and advising customers
· Handing calls and emails to solve the queries of clients
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