CURRICULUM VITAE

CV No: 1307340
Email: cvdba15@gmail.com 

          Mobile: +971505905010 / +971504753686
Career Objectives
To be a part of an organization that will optimally utilize my abilities, experience and knowledge to achieve organizational goals and provide ample scope for learning and career growth.

Skills & Strengths

· Energetic & possesses interpersonal skills.
· Administrative Experience.

· Excellent Customer relationship.
· Good team player with commitment towards achieving goals.

· Positive attitude, self motivated & quick learner.

· Accurate and reliable work with least supervision.

· Desire to learn and keep up with the changing work environment.
· Aptitude to be a good trainer with previous experience.
Work experience

 Jan 2006 — April 2014
Franchisee Head
Job Profile:

· Heading and managing independently the Franchise Outlet.

· Executing trades on behalf of the clients both in Bombay & National Stock Exchange.

· Marketing of stocks in Primary Market. 

· Western Union Money Transfer.

· DMAT Account opening.

· Mutual Funds.

· Port Folio Management.

· Investment Consultancy.
Trulaks Nigeria Ltd, Kaduna, Nigeria (West Africa):  1/10/1998 — 15/04/2005 
A leading importer of Food & beverages in to whole of West Africa.
Administrative Manager.
Job Profile:    

General Administration. 
Business Correspondence
Human Resource Duties. 
Document Handling.                                                 

United Tele-Shopping (TSN): 17/06/1995 — 30/07/1997 

Part of the well known Entertainment Company of India - UTV. The first Tele-Marketing company in India.
Senior Telemarketing Officer.
Job Profile:

· Receiving incoming calls & converting them into order.
· Team Supervisor.

· Training the employees of the Franchisees all over the country.

· Managing Exhibitions. 

Thakkar & Thakkar (Lawyers) 30/10/1993 — 17/07/1995 

A leading Law Firm in Mumbai.

Receptionist cum Telephone Operator.
Job Profile: 

Handling the phone calls.

Taking appointments.

Preparing the time shee.

Typing and getting all the legal documents ready. 

Qualifications

1988:                                                              

Secondary School Certificate 
Holy Cross High School, Thane West with Second Grade.

 1990:                                                               

Higher Secondary School Certificate
K. G. Joshi College of Arts & Science with Second Grade.

1993:                                                              

Bachelor of Arts from University of Mumbai.  

K. G. Joshi College of Arts & Science.

Other Qualifications:                                      

Typing 40 wpm. 

Crash course in Computer. 

Personal Information:

Date of Birth


:
11th May 1968
Gender



:
Female

Nationlity


:
Indian

Martial Status


:
Married

VISA Status


:
Husband’s Visa

Languages Known

:
English, Hindi, Marathi and Bengali

References


:
 Would be provided on demand.
