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CAREER OBJECTIVE:
Looking for a challenging opportunity to utilize my skills and abilities and have the desire to achieve success while being resourceful, innovative and flexible.

WORK EXPERIENCE:

1. Worked in SERVICE LTD. Mangalore, Karnataka as an administrator from June 2012 until October 2016.
2. Worked for V-Zone Business Solutions Pvt Ltd, Shirva, India as an Office Assistant for a period of 2 years (2007-2009)
JOB PROFILE:
· To assist in preparation of salary.

· To assist in Maintenance of records 

· To assist in preparation of all periodicals
· To assist maintenance and submission of all statutory records such as labour employment exchange, PF records, and others.

· To assist in the process of interviews and other functions of HR

· Coordination for training and training record keeping.

3. Worked as an Office Assistant for Pearl group, Shirva, India for 4 years. (2002 – 2006)
· Type documents, reports 

· update and maintain internal staff contact lists
· scan and copy documents
· receive, sort and distribute incoming mail

· maintain office filing and storage systems

· monitor incoming emails and answer or forward as required
ACADEMIC QUALIFICATION:
1. BCA(BACHELOR OF COMPUTER APPLICATIONS) from  Mangalore University, India

2. Secretarial Practice & Diploma in Commerce from Capitanio commerce & Technical Institute, Mangalore, India
3. Other Computer Knowledge: MS-Office, DTP, Pagemaker, CorelDraw, Photoshop, Internet

PERSONAL SKILLS:
· Good Communication skills.
· Ability to deal with people socially.
· Positive thinking and Good centered behavior.
· Willingness to learn.
· Able to pick new concepts and self motivated to learn.
STRENGTHS 
· Ability to manage multiple tasks in a pressured environment.

· Good leadership qualities 

· Professional attitude and self motivated with strong work ethics.

· Committed to deadlines and schedules.

· Professional appearance with good interpersonal communication skills.
PERSONAL   PROFILE

Date of Birth


:
26-07-1982
Visa status


: 
Visit Visa 
Sex



:    
Female

Nationality


:    
Indian

Marital status

:    
Married
Languages Known

:    
English, Hindi, Kannada, and Konkani
I hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.
Date
:                                                                                       

Place
: 
�
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