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Subject: Application for a suitable post.
Respected Sir/Madam,

I would like to express my interest to work with your esteemed organization. I am confident that the Company team’s values and objectives would highly complement my own strengths and enthusiasm. 

I would like to be considered for the job as I have strong communication, and administrative skills which makes me an excellent candidate for this position. In addition to it, my educational background combined with my experiences, has been excellent preparation for a career with your organization. 

 I would be interested in learning more about the company and the available opportunities. My resume, which is enclosed, contains additional information on my experience and skills. I would appreciate the opportunity to discuss it with you and to provide further information on my candidacy, as well as the positive contributions I would offer as a member of your organization. 

Thank you for your time and consideration. I look forward to speaking with you about this exciting opportunity. 
Yours Faithfully

C U R R I C U L A M   V I T A E

-----------------------------------------------------------------------------------------------------------------------------------------------------

OB J E C T I V E                                                                                                                                                         ----------------------------------------------------------------------------------------------------------
Zest for learning & gaining thorough experience to further enhance & develop my skills & capabilities to achieve excellence in given positions of responsibility by practicing sound procedures with a focus on, customer satisfaction assuring a dedicated and impeccable performance to the best of my abilities, in all entrusted assignments; in the spirit of beneficial service to the Company/ Organization.

----------------------------------------------------------------------------------------------------------------------------------------------------- 

WOR K   E X P E R I E N C E                                                                                                                                     ----------------------------------------------------------------------------------------------------------------------------------------------------- 
April 2007 – Sep 2007 → Billabong High International School, India. (An Australian High School in India)
Achievements:
1. Organized and managed the culminating activities of all grades. (Grade I – IV)
2. Successfully Organized a Teacher Training Workshop.
3. Assisted the head office in the annual Workshop for the staff training.

March 2006- Sep 2007→ Associate Member “The Zenith Education and Social Welfare Organization”. 

Hosted and Organized Seminars, Workshops and events in Personality

Development and Career Counseling.

Achievements:

1. Reward for most dedicated member.
2. Hosted all major Seminars, Events and Workshop of the Society.

3. Active participant in relief works in 2006 floods in Bhopal,  India.

4. Key Resource Person for organization of Seminars and Workshops.

Aug 2005 – Sep 2006 → Sales Executive, Wholesale/Retail dress material selling (Handling the Sales Team and Accounts)
Achievements:

1. Formulated new strategies for expansion of the firm.

2. Guided the sales team in achievement of the Sales targets.

3. Key person in expansion of the Northern Indian Market.
Sep 2006 – Jan 2007→ Worked as Marketing Manager, Team Leader and 

                                       Project Coordinator of a simulated company under an 

                                       International Project “CCBC”.

-----------------------------------------------------------------------------------------------------------------------------------------------------AC A D E M I C   Q U A L I F I C A T I O N                                                                                                              -----------------------------------------------------------------------------------------------------------------------------------------------------
2007

:
Bachelor of Business Administration - Specialization: Marketing. 



Barkatullah University, Bhopal, India. (University Topper)
2006

:
Business English Certificate – Higher Level,

                      
University of Cambridge, London.
2004

:
Business English Certificate – Preliminary Level, 

                     

University of Cambridge, London.

2004

:
H.S.S.C in Commerce 

                     

Main Elective: Computers, M.P.B.S.E, India

2002

:
H.S.C Exam, C.B.S.E, DUBAI.




Primary studies in KUWAIT. 
-----------------------------------------------------------------------------------------------------------------------------------------------------
TRAINING, RESEARCH  WORK AND PROJECTS UNDERTAKEN                                                                      
-----------------------------------------------------------------------------------------------------------------------------------------------------
2007

:    
INTERNATIONAL POJECT: “The Cross Cultural Business 

   

                
     
Communication Project”, European Union. (Worked as Marketing 

                
     
 Manager, Team Leader and the main coordinator of the Project.)
2007

:    
Training and Research on “An Analysis Of the four P’s of 

               

Maruti Udyog” (SUZUKI, India)
2007 

:  
Comprehensive Project and Presentation on “International 

                

Marketing”

2007

:
Developed an Ad Campaign for a product “WRIT O Cal”

2007

:    
Visit to the Industries association, Govindpura Industrial Area, 

                

Bhopal, India.
2007 

:    
Industrial Visit and Report on G.E.I Hamen

2007   
:    
Training and Research on “Maruti Sales.”(Suzuki, India)
2007 

:    
Industrial Visit and Report on Alco Industry.

2007

:   
Industrial Visit and Report on Sachdeva Industries.

2007

:    
Organized and hosted an event “Grand Brand Watch”
2006

:   
Developed a business proposal for a new product “WRIT-O-CAL”

2006  

:    
Organized a Seminar on “Marketing Strategies of the Print Media”

2006

:    
Project on “Product Life Cycle and related strategies”
2006

:     
Visited and prepared a report on the Infrastructure and management 
                 

Of the Central Jail, Bhopal.

2006

:     
Research and Project on “New Product Development”
2006

:    
Visited the Parle-G factory, Indore, India.
2006

:     
Visited and reported on the management of a Leather Factory,

                

Indore, India.
2005

:     
Research on “Popularity of T.V Serials among different age groups.”

2005

:     
Seminar on “Women Liberalization”, conducted by Women Congress.

2005

:     
Visited and prepared a report on “The Vidhan-Sabha Session and 

                 

the Working of the Vidhan-Sabha, Bhopal

2004

:    
Project on Terrorism- September 11 attack, (project made in Dubai).
-----------------------------------------------------------------------------------------------------------------------------------------------------
A W A R D S   A N D   H O N O R S                                                                                                                            -----------------------------------------------------------------------------------------------------------------------------------------------------
2007 

:
University topper in B.B.A Final. *Distinction in 26/31 subjects.

2007 

:
University topper VI Semester
2007 

:
University Topper V Semester
2007 

:
Award for “Best Student of the year”

2007 

:
Best speaker (On the Spot) 

2006 

:
University Topper III Semester
2006 

:
University Second Position II Semester
2006 

:
1st Prize – Management Quiz
2005 

:
University Topper I Semester
2005

:
Runner up – Management Quiz

2004 

:
Merit Holder in H.S.S.C

2004

:
Ace Personality

2004

:
Best Debater 

2004 

:
1st Position- Computer Quiz

2003 

:
1st Position – Computer Quiz
-----------------------------------------------------------------------------------------------------------------------------------------------------
ADDITIONAL SKILLS AND INTERESTS

-----------------------------------------------------------------------------------------------------------------------------------------------------
Language
:
Fluent English, Hindi and Urdu Speaker
Computers
:
Certificate in Tally 7.2, through knowledge of computer software and 


hardware, through knowledge in MS-OFFICE, DOS, FOXPRO, Aldus- 


PageMaker, Networking and Internet. Good Knowledge in HTML, BASIC 


and other computer applications.
Skills

:
Excellent Presentation, communication, coordination and Interpersonal 


skills, with Good Problem solving and Writing.
Strengths
:
Self-Confident, Competitive, Good at taking challenges with the ability 


to withstand pressure.
Interests
:
 Debates, Quizzes, Cross cultural Communications, Traveling and 



Creative Work. 
-----------------------------------------------------------------------------------------------------------------------------------------------------
P E R S O N A L
-----------------------------------------------------------------------------------------------------------------------------------------------------
1.
Date of Birth


:
6th. – Nov - 1986

2.
Nationality


:
INDIAN

3.        Marital Status
   
:  
Single


