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Career Objective
Looking ahead to pursue a challenging career in an organization, utilizing my skills for the growth of organization, which in turn will provide an environment, where ethics and talent reign supreme, leading to my professional and personal growth.

                            

Positive strength

· Willing to assume responsibility, is self-motivated.                              

· Having good grasp power to quick learn.

· 3.Skilled in applying a logical, common sense approach to seeking practical solutions.
· Good organisation skills.

· Able to work as a part of team.
Academic Credentials
	Qualification
	University
	Percentage
	Year of passing

	BSC
	Mumbai University
	62%
	2006

	HSC ( sci )
	Maharashtra Board
	65%
	2003

	S.S.C
	Maharashtra Board
	77%
	2001


Experience
· Worked with “ICICI Bank Ltd” as an Back Office Executive  from 01st September 2006 to 20th April 2009 
Responsibilities:

· Prepare daily reports of Critical requests and Service request for credit cards.

· Prepare weekly reports of customer request for credit cards and send them to the respective team.

· Resolving queries of pending issues.

· Perform duties such as opening and sorting mails, filing correspondence and documents.
· Worked with “Z Comps Infotech” as an office administrative assistant from June 2009 to may 2011.
Responsibilities:

· Sort and distribute incoming mails to areas and staff within the organisation and dispatch outgoing mails.
· File papers and documents.
· Worked in Outlook express, Word, Excel sending enquiry, offers etc. 

· Answer telephone enquiries from customers and assist other staff in the organisation with their enquiries.
Personal Information:

Marital Status


: Married

Date of Birth


: 

Languages Known


: English, Hindi, & Marathi.

Extracurricular Activities
: Participated in debate for the Inter-
Collegiate function.

Hobbies



: Playing games like Badminton & Chess.

  
  Enjoy listening to music.

 



  Traveling & interacting with people.

Date
:  


Place
:  Dubai
