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Mr. Rajat                          
CAREER OBJECTIVE
· Seeking a quality work environment where I can apply my relevant experience and skill for the development of the organization that offers challenging opportunities and appreciates the performance criterion.
· Seeking a job as an office executive.
.
KEY SKILLS
· MS Office, MS Excel, MS PowerPoint & MS Windows XP, Win 7, Tally.
· Telephone Skills, Verbal communication, Handles Pressure & Professionalism.
                       Good communication skill in English , Hindi and Nepali.
WORK EXPERIENCE
Company:   Giftz Online
Address:      Siliguri. Champa Sari
Date:            01 JAN 2011 TO 29 OCT 2012
Position:      Office Executive
Sales Executive: 2 years in India
Worked at Call Centre  in India.
DUTIES AND
Company:       
Address:          
Date:               22 April 2014 to Present
Position:          Receptionist.
DUTIES AND RESPONSIBILITIES
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.
· Dealing with all enquires in a professional and courteous manner, in person, on the telephone or via e-mail. 
· Directs visitors by maintaining employee and department directories; giving instructions.
· Maintains security by following procedures; monitoring logbook; issuing visitor passes. 
· Maintaining continuity among work teams by documenting and communicating actions, irregularities and continuing needs.
· Contributing to team effort by accomplishing related results as needed.
EDUCATION AND QUALIFICATION
· Completed Madhyamik Passed with Second Division.
· Higher Secondary Passed with First Division.
· Graduation Passed
· Completed Computer Course (Diploma of Computer Application) from Computer Institute in Manipal.
PERSONAL PROFILE
· Date of Birth: 

28 Apr 1989
· Languages:

English, Hindi, Nepali,Bengali
· Nationality:

Indian
· Marital Status:

Unmarried
· DATE OF ISSUE   :        04 Dec 2013
· DATE OF EXPIRY:        12 Nov 2023
· PLACE OF ISSUE:          India – kolkotta
DECLARATION
· I hereby declare that the above furnished information are true and correct to the best of my knowledge and belief. 
Yours sincerely
    Mr. Rajat 
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