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CAREER OBJECTIVE
To utilize my experience to the fullest extent for the growth of the organization that may employ my services. I will try to improve my knowledge to gain expertise in the field I work in.

WORK EXPERIENCE:

Current Experience:

Organization:    Dr.Shikha Sharma’s Nutri-Health System
Department:       Administration
Designation:      Customer Relationship Executive
Duration:           December’13 – January’15
Job responsibilities:

· Devising and maintaining office systems;
· Using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases
· Booking rooms and conference facilities;

· Using content management systems to maintain and update websites and internal databases;

· Attending meetings, taking minutes and keeping notes;

· Managing and maintaining budgets, as well as invoicing;

· Liaising with staff in other departments and with external contacts;

· Ordering and maintaining stationery and equipment;

· Sorting and distributing incoming post and organising and sending outgoing post;

· Liaising with colleagues and external contacts to book travel and accommodation;

· Organising and storing paperwork, documents and computer-based information;

· Photocopying and printing various documents, sometimes on behalf of other 

ACADEMIC QUALIFICATIONS:

· Persuing B.B.A from I.G.N.O.U since 2014.
· Pre-Degree (Class XII) from Satyawatisood.Arya.Aen.Sec.School – New Delhi(2012-2013).
· SSLC (Class X) from Satyawatisood.Arya.Aen.Sec.School – New Delhi (2010-2011).
PROFESSIONAL QUALIFICATIONS:

One year diploma in Aviation, Hospitality and Travel Management from Frankfinn Institute of Air Hostess Training, New Delhi
PERSONAL STRENGTHS:

· Strong inter-personal skills, ready to face challenges and hard working.
· Highly committed and dedicated with a positive attitude.
· Good grasping skills, self-motivated and willingness to learn.
PERSONAL DETAILS:
Date of birth    : 01/12/1995
Sex                 : Female
Marital Status: Single

Nationality       : Indian

Religion         : Hindu
LANGUAGES KNOWN:
English, Tamil, Hindi, Malayalam, Marathi & Punjabi
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