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KHYATI 

Email
: khyati.378211@2freemail.com 
Cell No.
: C/o 971505891826
Date of birth
: 11th June, 1990

Gender
: Female

Marital Status
: Married

Languages Known : English, Hindi and Gujarati

Visa Status
: Spouse Visa
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OBJECTIVES

To obtain a job within my chosen field that will challenge me and allow me use my education, skills and past experiences in a way that is mutually beneficial to both myself and my employer and allow for future growth and advancement.
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STRENGTHS

Team Spirit, Convincing Power and good communication skills, self motivated & dynamic, emotionally Stable.
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EDUCATION

Bechelor of Computer Application − Saurashtra University − Gujarat − India Passing Year - 2010
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SKILLS AND QUALIFICATIONS

· POS System Operation
· Cashiering and Clerical Duties
· Ability to communicate and deal with people of different nationality and culture.
· Knowledge in Basic Accounting
· Professional appearance and presentation.
· Computer literate.
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CERTIFICATE COMPLIENCE

I have completed AMFI exam as well holding NISM V-A Mutual Fund distributing Certificate.

WORK EXPERIENCES

(1) Prudent Corporate Advisory Services Limited - India

CLIENT RELETIONSHIP OFFICER(July2011 to September2017)

Duties and Responsibilities:

· Checking & Remarking Attendance of all Employee.

· Answer the phone at the front desk to respond to current and prospective Partners, Clients & Relationship Managers need.

· Accept and process Partner's transactions accurately and timely.

· Ensures all required documentation is completed for all transactions i.e. Mutual Fund, Insurance & Other Products.

· Communicate partner's requests and complaints to the appropriate department.

· After Checking & completing transaction, performing entry in software on timely.

· Provide professional , courteous and friendly customer service , greeting all channel partner promptly and pleasantly.

· Maintaining Documentations Incoming & Outgoing Records.

· Provide training to new Service Partner as applicable.

· Handling of special services, such as clear balance sheet and collections.

· Participates in all training relative to Mutual Fund products and services.

· Completing Mutual Fund Transaction Target as & when given by Company.

· Perform other administrative tasks as needed.
(2) Archaeological Survey Of India - India ADMIN ASSISTANCE(April 2010 to July2011)
Duties and Responsibilities:

· Checking Attendance of all employee in system.

· Entry of all leave as approved by government for each & every employee.

· Making Attendance & leave report in given format.

· Preparing Monuments Quotation & bill as per CA's Guideline.

· Drafting & Sending Mails, Giving Valuable information related to department to concern person.
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I hereby certify that the above information given are true and correct as to the best of my knowledge.

KHYATI 
