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Career Objective

Seeking challenging assignments in an industry where I can get a professional start to my career which will also boost my corporate delivarables through my knowledge and Inquisitivity to Implement formal approaches at work place. 
Achievements
· Awarded the role of teaching computer and English in the same school right after completing my schooling 
· Recognized as the best and quickest achiever of target by the management of IIBM – this was achieved right in the second month of joining

· Awarded with a salary increment for the above mentioned achievement
· Got an opportunity to work as an administratiosn supervisor under the direct supervision of principal in a kindergarten school
Experience:
Sales Coordinator
IIBM Institute of Business Management, India 
September, 2011 – February, 2012 (6months)
Job Profile:

· Introduce and educate clients about various business management courses viz Six Sigma, MBA / EMBA, MCA, SAP, Short term diploma courses amongst others using different modes of communication such as emails and telephonic calls.
· Conduct meetings and presentations to the interested clients and following up with them to sign the agreements.
· Maintain client data base and records for the purpose of external audit.
· Maintain filing system for easy and quick retrievals 

Education:
School Of Open Learning, Delhi University, India

English Honors, Bachelor of Arts
Meerut Public School

Intermediate, Commerce
Professional Courses:
· Tally 4.5

· Tally 7.2
· Tally 9.0

· MS – Office (Microsoft Excel, Word and Powerpoint)

Personal Details:

· Date of Birth

:
15th July 1992
· Nationality


: 
Indian

· Language Known

: 
English & Hindi

· Hobby


: 
Reading

· Marital Status

: 
Single

· Visa Status


:
Tourist Visa

· Joining Availability

:
Immediate
