Gulfjobseeker.com CV No: 345072
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php 

CURRICULUM VITAE

Working Experience

Worked for 2 years with M/s. Sahil Study Circle Pvt. Ltd. In New Delhi in India. Out of this 1 year was as Public Relation Manager (P.R.M) and 1 year was as office coordinator after which I was promoted as Public Relation Manager. The company is in Service Industry giving training to Medical & Engineering aspirants.

The job on P.R.M. involved interaction with

· Parents having different educational and economic standards and engaged in different occupations. It included front office handling, enquiry handling, complaint handling, converting visitors into potential customers, after counseling, collecting payment and discussing problems to their satisfaction for those who are already our customers.
· Students passed out from or studying in various Public Schools and belonging to different castes and regions.
· Visitors e.g., Primary dealing with vendors etc.

The job as Office Coordinator included following areas.

· Sorting out problems faced by staff members and students.

· Completing and maintaining admission fee records.

· Fee collection in cash / other instruments

· Making schedule doing day to day interaction with students.

qualification

ACADEMICS
Schooling

· 10th from CBSE board in 1999.
· 12th from CBSE board from Science Stream in 2000.
professional

· Done Bachelor of Computer Application from IP University with 60.2 percentile.
· Appeared for final Examination of HND in Computing & Business Application from British Council (DELHI).
skills/ qualities 
· Excellent Communication Skills.
· Pleasing Telephone Manners.
· Computer Proficiency.
· Data Entry
· Efficient Filing.
· Enjoy Multitasking Environment.
· Organizational Skills.
· Flexibility and Keenness to Learn.
· Responsible and Reliable.
· Dynamic and Presentable.
LANGUAGES KNOWN

· Excellent spoken and written command over English & Hindi; Punjabi (spoken only)
PERSONAL PARTICULARS
· Nationality 
:
INDIAN
· Date of Birth 
:
31st December 1983

· Marital Status
:
Married.

· Personal Information:
I belong to a reputed family, have good 




personality. I am well mannered, sincere 




and result oriented person.

