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Career Objective:

 To build a career that offer challenge and growth with opportunities to enrich my knowledge and skills while contributing my best to the organization I work for I offer my whole hearted service to the institute and I am confident to exceed myself in the same capacity with experience and not only allow myself to grow personally and professionally, but to firmly contribute towards the achievement of the mission and values of the institute.

WORK EXPERIENCE:
GANESH IT SOLUTIONS Pvt.ltd  IN TELANGANA, INDIA
RECEPTIONIST





MAY 2012 - APIRL 2014
Responsible for meeting and greeting visitors and providing them with a fist class customer service. Also in charge of maintaining a pleasant and welcoming, but efficient and professional reception area.

  Duties:
· Effectively & professionally answering the telephone and dealing with enquiries.

· Receiving deliveries, couriers, incoming faxes & arranging distribution to recipients.

· Logging information on calls received and maintaining detailed records.
· Organizing the meeting rooms and overseeing visitor car parking.

· Typing letters, reports and other documents often of a sensitive and confidential nature in corporate house style.

· Ensuring that the reception & meeting room areas are clean & welcoming.

· Scanning documents and updating internal systems.

· Archiving paper files (and co-coordinating off site filing resources).

· Booking meeting rooms and making suitable catering arrangements as requested.

· Processing and coordinating outgoing post.

· Flexible and able to adapt easily to new situations and developing workloads.

· Ability to evaluate tasks and suggest improvements.

· Professional & approachable telephone manner, can deal with customers at all levels.

· Creating formats for documents.

· Excellent attention to detail and high accuracy levels both numerical and literate.

· Good IT skills including knowledge of Excel, Word and Outlook.

· Logical and methodical approach to working.

· Ability to work on own and as part of a team.

· Clear understanding of all relevant legal obligations and data protection rules.

Education.     
· BSC NURSING& Midwifery from Indo American college of Nursing, Hyderabad, India.
· 12th from Board of  Intermediate,Andrapradesh,India
· 10th from Board of Secondary School, Andrapradesh, India.

Computer Skills
· Windows 7 and XP

· Microsoft Office & Internet.
Skills & Habits:
· Help & Communicate with other health teams

· Able to remain calm under pressure.

· Ability to be firm and fair depending on the situation.

· Works as part of a team or alone as required.

· Ability to communicate both orally and in writing with internal and external personnel at all levels.

· Hardworking self-motivated.
Personal Description

· Sex


:
Female

· Marital Status

:
Married

· Date of Birth

:
6th of Jan 1990

· Languages known      :             Urdu, English, Hindi & Telugu.

· Nationality

:
Indian 
· Visa Type                      :            Residence (Husband`s Visa )
