
RESUME

ARYA 
EMAIL ADDRESS   : arya.369531@2freemail.com 


CAREER OBJECTIVES

TO SUCCEED IN AN ENVIRONMENT OF GROWTH AND EXCELLENCE AND EARN A JOB WHICH PROVIDE ME JOB SATISFACTION AND SELF DEVELOPMENT AND HELP ME ACHIEVE PERSONAL AS WELL AS ORGANIZATIONAL GOALS.

EDUCATIONAL QUALIFICATION

· BACHELORS IN COMMERCE - MG UNIVERSITY (2012-2015)
· 12th - KENDRIYA VIDYALAYA COCHIN PORT TRUST (2012)

· 10th   - KENDRYA VIDYALAYA COCHIN PORT TRUST (2010)


SKILLS
· COMMUNICATION SKILL

· ADMINISTRATIVE SKILL

· RELATIONSHIP BUILDING

· TEAM WORK

· QUICK LEARNING

· ADAPTABILITY

· WILLINGNESS TO LEARN NEW THINGS

· COMPUTER SKILLS (DIPLOMA IN FINANCIAL ACCOUNTING- TALLY, MS OFFICE, OPEN OFFICE, 


               OUTLOOK,EMAIL, INTERNET)
PERSONAL PROFILE
NATIONALITY

: INDIAN
DATE OF BIRTH

: 30/04/1994
GENDER


: FEMALE
MARITAL STATUS

: SINGLE

LANGUAGES KNOWN
· TO SPEAK  

: ENGLISH, MALAYALAM
· TO UNDERSTAND   
: MALAYALAM , ENGLISH, TAMIL,HINDI
· TO WRITE

 : MALAYALAM, ENGLISH, HINDI

WORK EXPERIENCE 

· CURRENTLY WORKING WITH GEOJIT BNP PARIBAS AS FRONT OFFICE EXECUTIVE  FROM SEPTEMBER 2015 TILL DATE


· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries
· Directs visitors by maintaining employee and department directories; giving instructions.
· Maintains security by following procedures; monitoring logbook; issuing visitor badges.
· Updating visitors register to excel.
· Sending fax
· Preparing emails
· Coordinating with HR and Accounts departments to pay off the salary of housekeeping staffs in  the branches held all over India.
· Coffee day report making
· Booking Air tickets, accommodation  and arranging cab for HO
· Other administration works given by HOD and other officials
· BUSINESS COORDINATOR IN DNC TECHNO SOLUTIONS PVT LTD - 6 Months
· Online marketing.
· Preparation of Purchase orders and Quotations
· Greeting customers. 
· Arranging conferences
· Clearing product doubts.
· Investigating and resolving customer queries
· Creating databases for promotional sales.
· PART TIME COORDINATOR IN T.I.M.E  INSTITUTE - 3 Years
· Tele calling
· VOLUNTEERING AT AMAARA FOUNDATION (N.G..O) - 3 Years
· Teaching

          DECLARATION
I HEREBY DECLARE THAT ALL INFORMATION PROVIDED ABOVE IS CORRECT TO THE BEST OF MY KNOWLEDGE AND I PROMISE TO ABIDE BY ALL THE NORMS LAID DOWN BY YOUR ESTEEMED ORGANIZATION.
   
   PLACE  : ERNAKULAM






 YOURS FAITHFULLY
   DATE    :






  









   ARYA 

