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	Hirva 

Sharjah, UAE.

Contact No.: C/o 971505891826
Email address: hirva.377850@2freemail.com 


OBJECTIVE: 
Seeking a challenging career in Administration/ reception with a progressive organization which will utilize my skills, abilities whilst contributing to the development of the organization. Ability to  work  independently with  high  motivation toward new knowledge and a good  team  worker.

PERSONAL INFORMATION:
Name: Hirva 


Nationality: Indian 


Marital Status: Married


Date of Birth:  Jan 17th, 1987


Place of Birth: Bhavnagar, India.

Reference : will be provided on request

EDUCATIONAL BACKGROUND: 
Bachelor of Commerce (B.com) 
S.N.D.T. Women's University (Mumbai)
Mahilla Collage, India
March-April 2007
R. K. Home School 
Secondary Education 
Parimal Chowk, Bhavnagar, India.
March-April 2004

 EXPERIENCE:

3 Years of Professional Experience 

Receptionist
Renaissance jewellery Pvt.Ltd.
Bhavnagar, India.
·    Duties & Responsibilities 
· Welcome guests
· Answer telephone
· Manage paperwork
· Schedule interviews
· Reception area duties
Relationship management Executive :
Angel Broking Ltd.
Bhavnagar, India
·     Duties & Responsibilities 
· Attende customers
· Answer telephone
· Assist manager

· Manage software

Content Writer:
Sanket Computer
Bhavnagar, India

·     Duties & Responsibilities
· Surf latest jobs
· Editing content
· Post and update website
· Manage software
· Scanning, printing
Back office executive/Admin:
Krishna Kalrv Primary School
Ghatlodia, Ahmedabad, India

·    Duties & Responsibilities

· Assist Principal
· Manage parents query
· Paper work
· Follow Management orders
· Scanning, printing
· Manage proxy
· Maintain Records
· Class handling some times
Relevant Skills:

Computer Knowledge:

Microsoft Office Program:
               
· MS Word: Excellent skills in editing typing and maintaining documents.
· PowerPoint presentations: Excellent presentation skills.
· Excel Spreadsheets: knowledge to create and maintain Excel sheets on daily basis.

Others Activities
· Tally ERP 9 certification course

· Computer Teacher Training Certificate Course

· C.C.C. course

· Nursing course (3 months)

· Beauty Parlor Course (1 year)

Languages
· Hindi: Fluent in speaking and Reading, writing
· English : can speaking, reading, writing
· Gujarati: Mother language
I hereby declare that all the information here are true and to the best of my knowledge. 
Thank you

Hirva 

