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OBJECTIVE

Seek a challenging career in reputed organization so as to use my skills and talent for organizational growth and personal development.

Work Experience

.
1. Organization: RIGHT CHOICE REAL ESTATE 
Company Profile: A Real Estate company dealing in Buying and Selling of Properties. Also 
covering leasing for long term, shortterm as well as Property management Period: 1st March to till Date 
Designation: Admin Clerk 
Job Responsibilities
· Managing the Office admin related work which includes: Mail Corespondence, Filing the document, preparing the Property Sheets on Excel, Managing the Properties, Dealing with others Agents for requirement of the client etc. 
· Marketing the property on Web Portals. Also going on the field marketing to show the property to client 
· Managing the WPS salary accounts and Human resourcesactivities of the company 
· Accounts: Managing the day to day account of the company Working on MS office for all the functions of organization 
2. Organization: US Dental 
Company Profile: A Dental Start up and research centre focussing on B to B and B to C 
dealing directly with customers as well as vendors. Period: 1st May to 31st October 
Designation: Office Manager 
Job Responsibilities
· Coordinating between different departments to come out with best output 
· Contributed in writing content of website 
· Vendor management: Comparing the different product of vendors to select the best at best price. 
· Human resource: Selecting the best talent for the company and allocating them the best resource of organization to get the best out of them. 
· Working on MS office for all the functions of organization. 
3. Organization: Jolly Enterprise- Ginning and Pressing Factory 
Company Profile: ISO 9001-2000 certified company. TMC approved fully automatic 
most modern and ginning factory dealing in Cotton. Period: 1st January to 30th June (Six Month) Designation: Office Manager 
Job Responsibilities
· Assisting in preparing vouchers for import and export of cotton. 
· Communicating with the dealers to crack the deal/ Closing the deals given. 
· Managing the staff at lower level for smooth functioning of organization. 
· Taking report from the staff of routine and assign them a work 

ACADEMIC RECORDS
	Discipline
	Institute
	University/ Board
	Year
	Grades/%age

	PGDM-BE
	Entrepreneurship Development
	AICTE Approved
	2013
	2.9/4

	(Marketing)
	Institute of India
	
	
	

	B.B.A.
	GYSM ( Atmiya college)
	SAURASHTRA
	2011
	66%

	
	
	UNIVERSITY
	
	

	H.S.C ( Science)
	K.P.E.S
	GUJARAT BOARD
	2008
	55.40%

	S.S.C
	Jafri and Fatima English
	GUJARAT BOARD
	2006
	67.65%

	
	School
	
	
	



PROJECT UNDERTAKEN
Summer Internship training during my B.B.A in Jolly Enterprise and Ambuja Cement: Learned al the general Aspect of Business and detailed Marketing
Training during my Post graduate for period of two month in Hotel Cambay in Ahedabad: Learned all the function of Hotel Business.

TEHNICAL SKILL

Ms Office, Internet, and All other Computer Work that’s essential to have the routin works in most of the organizations.

COMPETENCIES

· Good team worker 
· Good convincing power 
· Dedicate Towards Work 
· Good Communication Skill 

