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OBJECTIVE:

· Seeking a challenging position in an organization where my skills and ability can be applied for growth of the organization and my career. To get recognized as an employee who does thing with perfection and Complete Commitment and ability.

AREA OF INTEREST

· To work as professional in reputed company where I can utilize and improve my skills to successfully meet the challenges and to learn all aspects in the field that would make me a top professional in the industry.

KEY STRENGTHS:
· Looking dynamic self-motivated, confident & excellent ‘Management’. I can do the job with great sense of responsibility.
· Good communication skills.

· Highly productive & fast learner.

· Hardworking & honest.

· Strong initiative and self-motivation to succeed 

· Positive professional attitude and committed to excellence.
ACADEMIC QUALIFICATION:

	QUALIFICATION
	BORAD/UNIVERSITY
	YEAR OF PASSING

	SSC
	Board of Secondary Education
	2005

	Intermediate(A & T)
	Board of Intermediate
	2008

	B.Com(Computer)
	Osmania University
	2012

	MBA(finance)
	Osmania University
	2014


PROJECT DETAILS:
Project on Derivatives Special Reference to Futures & Options from kotak Mahindra bank in the year 2013 in Master of Business Administration.
TECHNICAL SKILLS:
· Proficient in using Windows, MS Office, Internet and accounting packages Excellent interpersonal and coordination skills. 
· Advance Excel, data validation, graphs & chart etc.
PROFESSIONAL EXPERIENCE: 
JOB RESPONSIBILITIES
Sep 2011 – Nov 2014

Worked as a Administrator in Pratham.org at santoshnagar, Hyderabad for 3 year.
· Provides administrative support to the office and assist in resolving any administrative problems
· Supervise and coordinate activities of staff
· Conduct orientation programmer for new employees
· Scheduled appointments and managed calendars
· Schedule and coordinate meetings, appointments and travel arrangements for managers or supervisors

· Coordinate maintenance of office Equipment’s.

· Record, compile, transcribe and distribute minutes of meetings

· prepare and modify documents including correspondence, data entry, scan documents reports, drafts, memos, photocopying, fax and emails

· Prepare written responses to routine enquiries and prepare agendas for meetings and prepare schedules

· Coordinate training and development activities for employees

· Managed petty cash

· Create an environment oriented to trust, open communication and creative thinking

· Maintain office files, prepare documents and reports on the computer.
July 2010 – Aug 2011

Worked as a Credit Card Sales Executive in Kotak Mahindra Bank at Nampally, Hyderabad for 1 year.

JOB RESPONSIBILITIES
· Manage and support marketing program development and execution and planning with customers.

· Record, compile, transcribe and distribute minutes of meetings.

· reviewing your own sales performance, aiming to meet or exceed targets
· Coordinate with company staff to accomplish the work required to close sales
· Develop and maintain sales materials and current product knowledge
· gathering market and customer information
· Prepare documents and reports on the computer.

·  Research and Sales, direct marketing and deliver Cards to Clients. 

