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CURRICULUM VITAE

CAREER OBJECTIVE: 
A challenging job profile that will give me an opportunity to learn and further enhance my skills and knowledge while making a significant contribution to tile organization.    
EDUCATIONAL QUALIFICATION: 
· 10+2 from P.S.E.B from Bhai NandLal School, Anandpur Sahib.
· D.C.A. from Khalsa Collage. Anandpur Sahib.                                
· Diploma of aviation, hospitality and travel management from Frankfinn institute of air hostess training, Chandigarh.
· Graduate  from Punjabi University , patiala ,  Punjab.
 COMPUTER KNOWLEDGE:     
· Operating system        
: 2000/XP vista                                                                                                    
· Database                       
: MS ACCSS                                                                                   
· Application software   
: MS office                                                                                                    
· Java 
STRENGTHS:  
· I am industrious and Adaptable

· I am optimist, so I always look at the bright side of life 

· I am self confident and honest
HOBBIES:       
· Interacting with people
· Making new friends
· Writing and listening music.
WORKING EXPERIENCE: 
2 year experience as a cashier and sales executive in virasat E khalsaAnandpursahib .Punjab , India :- 
· Perform cash withdrawal process 
·  Accept cheque and cash for deposit and also Checkfor accuracy of deposit slip
· Assisting customers regarding their questions and our products 
· Maintain all cash drawer and all transaction reciepts with accuracy and integrity 
·  Maintain and develop good relationship with customers through personal contact or meeting or via telephone 
· Record sales and order Information and report the same to the sales department 
· Help management in forth coming products and discuss on special promotions
2 year experience as a clerk , store keeper as well as a part time teacher in a same school , Anandpur sahib , Pubjab , India
· Assists with processing payments 
· Create and maintain customer database 
· Prepare correspondence ,memos and quotes Prepare and mail out invoices daily 

· Organize and track purchase order 

· Receive and assists customers and visitors 
· Assist with the organization of promotions and events 
· Maintain filling system and manage office equipmentsmaintainance
PERSONAL DETAILS:    
Date of Birth

: 23/01/1992
Nationality


: Indian
Place of Birth


: Punjab 
Marital Status


: Single
Language Known

: English, Hindi & Punjabi.
Sex




: Female 
Height



: 5’4”inch
DECLARATION:
I declare that the information given in these curriculum vitae and during the interview is correct and may be verified. 

