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KEY SKILLS
I am a self-motivated individual with good communication skills.  Having worked in customer-facing roles for a number of years, I have patience and a calm-nature. I have experience in the hospitality and automobile industries.

CAREER OBJECTIVE
To secure a position in a reputable organization with potential for challenges and an opportunity for further advancement and responsibility – a role that utilizes the best of my capabilities and skills.

WORK EXPERIENCE
August  2015 – till date – Training Coordinator Cum Receptionist.
KnowledgeGroundAdministrativeTrainingServicesCenter, Dubai
· Contacting the Instructors 
· Corresponding through emails
· Attending to Phone Calls and Walk in Customers

September 2011 – May 2015 – Receptionist

Kamat Automobiles Pvt Ltd., Goa

· Sending letters to remind customers about their car servicing appointments

· Attending to phone calls and walk-in customers

· Making after-service calls to check on customer satisfaction

· Handling customer complaints 

· Sending workshop reports to the Head Office in Pune

October 2010 to July 2011 - Office Assistant 

Dalcom Security, Goa
· Billing

· Handling income and expenditure

· Stock-checking all electronic items

· Sending products to customers by courier
2004 – 2009 (Part-time work during my studies), Hostess

Reynolds Event Management, Goa
· Welcoming guests to the events

· Providing guests with name badges, giveaway items, etc.

· Escorting guests to their tables 

· Answering guest queries

EDUCATIONAL QUALIFICATIONS
· Passed B.Com through Goa University in 2009

· Passed H.S.S.C through Goa Board in 2006

· Passed S.S.C.E through Goa Board in 2004

ADDITIONAL QUALIFICATIONS

· Completed Computer Operator and Programming Assistant through ITI

· Completed Tally 9.0 through MICE institute

PERSONAL INFORMATION

· Marital Status


: Single

· Gender


: Female

· Nationality


: Indian

· Date Of Birth


: 20/10/1988

