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	OBJECTIVE


To Seek a career that is challenging requires strong analytical and technical skills and helps me to progressively learn and groom myself into a good professional, which would simultaneously contribute to the growth and success of my organization.
	PERSONAL SKILLS


Comprehensive problem solving abilities, excellent verbal and written communication skills in English, ability to deal with people diplomatically, willingness to learn, team facilitator.
EDUCATIONAL DETAILS

· B.SC Science
· Higher Secondary (+2)

· SSLC (10th)

	  EXPERIENCE DETAILS


	DESIGNATION
	NAME OF THE COMPANY

	YEAR OF WORKING
	PLACE OF WORKING
	

	
	
	
	
	

	Sales Coordinator
    
	Tuftape Fzco
	Jan 2010 – May 2014 ( 4 Year )
	UAE

	

	Asst: Tutor
	Cauvery College Of Nursing
	March 2009 – Aug 2010 ( 1 Year )
	Mysore India
	


	  TECHNICAL SKILLS


· Tally ERP 9
· MS Word & Excel
· Access 
· Alpha 5
	  RESPONSIBILITIES


· Interaction with clients 
· Payments follow up with the customers
· Coordinate with sales manager on deliveries
· Preparation of Invoices & Delivery Notes
· Preparation of customer monthly Outstanding Report
· Verifying & Receiving Clients Payments
· Filing of Bills, vouchers correspondence.
· Documentation & Drafting of Overseas Customers

· Preparation of Quotation & Performa Invoices

· Preparation Of E-gate Passes (Exit & Entry)
	KNOWN LANGUAGES 


· English, Hindi, Tamil, Kannada, and Malayalam
	PERSONAL STRENGTHS


· Self motivation and discipline 
· Good interpersonal skills
· Ability to work with or without minimum supervision 
· Excellent communication skills 
·  Ethical, Responsible and self directed 
· Teachable and a fast learner 

PERSONAL PROFILE                  


Date of Birth
     :     24 Nov 1986
 
Sex

     :
Female
 
Marital Status
     : 
Single

Nationality           :     Indian
DECLARATION               

I do hereby declare that the statements are true to the best of my knowledge and belief.
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