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CAREER OBJECTIVES:
I seek to join your exalted organization as Admin cum Office Assistant cum Secretory/Receptionist  so as to make a notable and important contribution to your organization and enhance my impersonal skills and contribute in the benefit and growth of the organization.

WORKING EXPERIENCE: 
JYOTI Gas Services, INDIA

Position :  Admin cum Office Assistant.
Duration: (April 2009 – April 2015. INDIA)
· Manage day to day office operations.
· Filling HR and Admin related documents.
· Attended and answered all the telephone calls coming to the office.

· Receiving / sending all documents and couriers and entering in dairy.
· Ensuring all the office stationery supplies are fully stocked and ordering the same.
· Inventory , Incoming and outgoing Invoice 

· Day to stock register maintain and checking

· Preparing and maintaining the file records.
· Handled all the Paper works and maintained it.

· Attending all the clients and visitors politely coming in to the office.

· Helped the office staff whenever they seek help.

· Perform all the mailings, faxes and photocopies etc.
Professional Skills:
· Active listening
· Excellent follow up and Time management skill.
· Excellent communication and ability to work well in a team.

· Patient, polite, friendly, tactful and well presented

· Good and thorough knowledge of computer.
· Excellent Typing Speed.
· Excellent in Paper and file work.

· Vigorously committed towards the job.

· Stress Tolerance and thus can work under huge pressure.

· Able to handle the team by Strong Management skills.
· Discipline, Punctuality and ability to work in a dedicated manner.
EDUCATIONAL QUALIFICATION:

· B.COM ( Hons ) from Kolhapur University, INDIA
EXTRA CURRICURAL ACTIVITIES:

Computer Certificate Course in MS Office (Word, Excel, Power point, Access, Outlook, Tally & Internet)
Typing Certificate.
PERSONAL DETAILS:
DATE OF BIRTH

   : 05th  of June, 1980
GENDER


   : Female
MARITAL STATUS

   : Married

NATIONALITY

   : Indian

RELIGION


   : Islam

LANGUAGE PROFICIENCY : English, Hindi, Urdu & Marathi.
PASSPORT & VISA DETAILS:

PLAC OF ISSUE

: Pune
VISA STATUS


: Visit Visa
VALIDITY                              
: November  13, 2015
DECLARATION:
This is to certify that the above information is true and correct to best of my knowledge and belief.
Minaz M. Khatib                                                                                                       
