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________________________________________________________________________________________________________
To, pursue a challenging career with an organization encouraging professional career by utilizing the best of my analytical skill, professional knowledge, hard work and integrity. The organization and working environment should induce me to bring out my best and provide with career, job and monetary satisfaction.
ACADEMIC QUALIFICATION

Master of Arts    = BERHAMPUR UNIVERSITY 
     

- YEAR / 2011

Bachelor of Arts = BERHAMPUR UNIVERSITY 
     

- YEAR / 2007 
H.S.C
=
        MAHAMAYEE MAHA VIDYALAYA          
- YEAR / 2004

S.S.C
=
        SRI SRI SRI SIDHA VAIRABI HIGH SCHOOL   - YEAR / 2002
TECHNICAL QUALIFICATION

· D.C.A (DIPLOMA IN COMPUTER APPLICATION) & OFFICE PACKAGES WINDOWS OPERATION.
· TCIL IT COMPUTER EDUCATION AND TRAINING  (OCTOBER 2004) A+GRADE
· SOFTIES COMPUTER ACADEMY(JULY 2003) B GRADE
CAREER HIGHLIGHT
· CHITTAGONG SUPER MARKET

Working as a cashier from October 2015 till date
Key Responsibilities

· Receive payment by cash, check, credit cards, vouchers, or automatic debits.

· Issue receipts, refunds, credits, or change due to customers.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Greet customers entering establishments.

· Maintain clean and orderly checkout areas.

· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.
· NEXSUS CRITICAL CARE PRIVATE LIMITED


Working as a Medical Representative from April 2015 to September 2015
· SAF FERMION LTD, INDIA                         

Worked as a Medical Representative from January 2011 to March 2015
Key Responsibilities

· Services existing accounts, obtains orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.

· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.

· Focuses sales efforts by studying existing and potential volume of dealers.

· Submits orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· OLYMPIA MOBILE, Office, BERHAMPUR, INDIA                                              

Worked as a Secretary from June 2008 – January 2011

Key Responsibilities

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals. 

· Arrange conferences, meetings, and travel reservations for office personnel. 

· Schedule and confirm appointments for clients, customers, or supervisors. 

· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. 

· Order and dispense supplies. 

· Prepare and mail checks. 

· Provide services to customers, such as order placement and account information. 

· Operate office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, database management, and other applications. 

· CAREER POINT, BERHAMPUR, INDIA                                                   

            Worked as a Receptionist and cashier from June 2007 – June2008
· UROLOGY CENTER, BERHAMPUR, INDIA      



                    

                         Worked as a Receptionist from May 2004 – June2007
Key Responsibilities

· Serve visitors by greeting, welcoming, directing and announcing them appropriately

· Answer, screen and forward any incoming phone calls while providing basic information when needed

· Receive and sort daily mail/deliveries/couriers

· Maintain security by following procedures and controlling access (monitor logbook, issue visitor badges)

· Update appointment calendars and schedule meetings/appointments

· Perform other clerical receptionist duties such as filing, photocopying, collating, faxing etc.

Personal Traits

· Excellent communication and organizational Skills.

· Known for outstanding negotiation skills.

· Noted for effective at establishing and maintaining good guest or client relationship.

· Enhance morale of the team members by co-coordinating their activities and effective relationship building, encourage feedback and involvement to bring improvement at workplace.
PERSONAL DETAILS

Date of Birth

: 07th July 1987

Gender


: Female

Marital Status

: Married


Nationality


: Indian

Religion


: Hindu


Language Known

: English, Hindi, Oriya.
Visa Status

: Husband Sponsorship
