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Mobile: 971505905010 / 971504753686
OBJECTIVE: 
To obtain a challenging position, which will enable me to utilize my experience and prove my mettle. In effect, to become part of an organization where responsibilities are challenging and chances to rise are plentiful and will culminate into a rewarding career. Furthermore, to pursue the inherent knowledge gained to achieve peak performance as a member of a highly functional unit for the success of the organization and myself.

WORK EXPERIENCE:
2 Year experience as OFFICE SECRETARY / RECEPTIONIST in TOURISM LLC, Dubai
From 2013 to 2014.

Job Responsibilities:

· Online Visa Application and Ticket Booking.
· Maintain the office requirement and Assist the sales staff. 

3 Year experience as ASSISTANT ACCOUNTANT in SATYAM INFRASTRUCTER, India

From 2010 to July 2012.

Job Responsibilities
· Maintains working knowledge and follows departmental Standard Operating Procedures at all times.

· Actively uses up selling techniques to exceed guest expectations and increase revenue. 

SKILLS:
· Ability to work under tight headlines & pressure. 
· Ability to facilitate and support the work of team members.

·  Adaptable, flexible, able to deal with wide range of conflicting needs & demands. 

· Computer literate: Ms Word, Ms Excel, Internet, Emailing etc.
EDUCATION:
· Masters of Arts (Part-1) from Saurashtra University India in 2009

· Bachelors of Education from Saurashtra University India in 2010

· Bachelors of Arts from Saurashtra University India in 2007
SELF WINS:

Accustomed to working in fast paced environment with the ability to think quickly Consistently maintain a positive attitude and enjoy helping people Articulate, friendly and effective working with people of different backgrounds and temperaments.

 PERSONAL DATA:
Birthday

:

October 07, 1990
Civil Status

:

Married
Nationality

:

Indian
Gender


:

Female

Visa Status

:

Husband Sponsored
DECLARE:
I hereby affirm to the best of my knowledge that all information supplied here in is complete.
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