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Shavina





Shavina.372298@2freemail.com
OBJECTIVE:
I intend to work in an organization with challenging and creative environment thereby effectively contributing towards the goals of the organization through which I can meet the competitive world and prove myself as an innovative person thereby making myself as an asset to the organization.

EDUCATIONAL QUALIFICATIONS:
Masters of Science (MSc), 

Department of Statistics,  Manipal University, India. 
August 2011 to July 2013
Specialization: Biostatistics, Statistics

www.manipal.edu

Bachelors of Science (BSc)

Mangalore University, India, 

Specialization: Physics, Computer Science, Mathematics
July 2008 to May 2011
http://www.mangaloreuniversity.ac.in
CURRENT JOB: 

Relationship Officer – Contact Centre at RAK BANK, Dubai, UAE from May 2015

· Place phone calls to potential customers , educate them on services and products offered by RAK BANK

· Record customer details including reaction to the product or services offered and produce leads

· Answers phone calls from customers with inquires or complaints and resolve the issue as quickly as possible

· Contact customer to follow up on initial interaction

· Schedule appointments for sales representative to meet prospective customers

· Offer customers additional products or services provided by RAK BANK

· Contribute to team effort by accomplishing related results as needed

JOB EXPERIENCE: 

Office Administrator at Prime Construction, Udupi-Mangalore-India from August 2013- February 2014
· Screening phone calls, enquiries and requests.
· Greet visitors warmly and make sure they are comfortable

· Ensure reception area is tidy

· Schedule follow-up appointments

· Coordinating office supplies including making orders and maintaining stationery
· Receiving and coordinating incoming correspondence, including collecting and distributing to the respective department.

· Setting up and coordinating meeting and conferences
PERSONALITY TRAITS

· Team player with an ability to grasp new things quickly

· Excellent communication, interpersonal and analytical skills

· Strong leadership and motivational skill

· Ability to adapt any work environment

· Effective time and resource management

COMPUTER SKILLS
Programming languages: C, C++, Oracle, Java, Visual Basic
MS Office:  Word, Excel and PowerPoint, Email applications.
LANGUAGE PROFICIENCY

English, Hindi, Kannada & Konkani
HOBBIES

Travelling, debating, chess  

PERSONAL VITAE

Nationality


:
Indian
Religion   


:
Christian

Gender


:
Female

Marital status


:
Single
