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	SUMMARY 

	


	 
	  Profile:

Female , 24 , Married

 Nationality:

India 

 Current Location:

UAE

 

 Current position:

Visa Submission Officer

 Company:

Vfs Uk,Bangalore

 

(Reporting to: Manager)

 

Preferred Locations:

Sharjah, Dubai, Abu Dhabi 




	WORK EXPERIENCE 

	


	Jan 2007 - Nov 2007

VFS UK 
Bangalore , India 
 
Visa Submission Officer
 
VFS UK BANGALORE,
Visa Submission Officer
Main function of the company is to accept, process Visa Application forms/ documents and submit them to the high commission Chennai. 
Reporting to the Manager.

Main Responsibility
• Enquiry Table 
         o Verify and scrutinize documents
         o Sequence of the documents 
         o Solving queries of the applicants 
• DO – Data entry Officer
• P3 – Privoso 3
• Submission Officer – Submission of the documents and collecting cash/cheques.
• Answering telephonic queries
• Keep a track on incoming and outgoing courier from high commission
• Delivered presentations on yearly company performance
• Verify completeness of documents and despatch to high commission


Main Achievements
• Processed more than 200 applications per day.
• Solved queries of the applicants.



	EDUCATION

	


	Jun 2003 - Jun 2007

Bangalore University
Karnataka , India 
 
Arts, Bachelor(BSc/BA), GPA pass 



	Jun 1999 - Oct 2002

Department of pre university education
Karnataka , India 
 
+2(pre university), Other, GPA pass 



	Jun 1998 - Mar 1999

Karnataka Secondary Education Examination Board
Karnataka , India 
 
10, Other, GPA second class 



	OTHER CERTIFICATES

	


	2002

Diploma in Airlines and Ticketting
India International Trade Centre , India 



	2003

Advertisement and Media Management
Mount Carmel Institute Of Management , India 



	2004

Human Resource Management
Mount Carmel Institute Of Management , India 



	IT Skills

	


	Non-web programming languages
  Web Graphics and Animation

Basic



	LANGUAGES

	


	 
	  English

Fluent



	 
	  Hindi

Fluent



	 
	  Kanada

Fluent



	 
	  Arabic

Basic



	COMMENTS

	

I am keen to work in an organization that enables me to widen my horizons. I want to pursue a challenging career in a company that will provide me an opportunity to learn continuously and contribute to their business. 
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