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CAREER OBJECTIVES:
Seeking for an Office Boy job in a corporate office where I can utilize my administrative skills and adapt new abilities.
WORK EXPERIENCE:
I have 2 years of experience of as an OFFICE BOY in Swetha Consultancy Services.
(Dec 2012- Jan 2014)
JOB RESPONSIBILITIES:
· To manage and organize overall papers and files, 
· To type down necessary papers for the office. 
· To respond all the calls very sincerely and respectfully. 
· To respond any basic query of visitors. 
· To be capable of managing complex and multifaceted tasks. 
· To schedule meetings and appointments with effective time management skills. 
EDUCATIONAL QUALIFICATIONS:.
  Intermediate (C.E.C)  Board of Intermediate.
· SSC Board of AP. 
COMPUTER SKILLS:
  Packages
:  Ms-office, (DCA)
STRENGHTHS:
· Positive attitude and Self-Confidence. 
· Quick learner and Hard working Nature. 
· Strong determination to succeed. 
· Positive Thinking and Be honesty. 
HOBBIES:
· Playing Cricket. 
· Watching TV & Listening Music. 
PERSONAL INFORMATION:
	Date of birth
	:  25-04-1994.

	Marital Status
	:
	UN Married.

	
	
	

	Languages Known
	:  English, Hindi and Telugu.

	
	
	


Declaration:
The above endowed is true to the best of my knowledge and also I am very much consistent on my career objective.
