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C/o-Mobile: +971503718643
E Mail: navya.377940@2freemail.com 

CAREER OBJECTIVE:
To obtain a challenging & responsible position in a professionally managed organization I’m looking forward to an opportunity where I can utilize skill in contribution effectively to the success of organization & further improve my personal skills.
EDUCATIONAL QUALIFICATIONS:
	EXAM PASSED
	BOARD /UNIVERSITY
	YEAR

	Secretarial Practice
	Technical Institute, Mangalore, Mangalore University.(Karnataka)


	2016

	Bachelor’s of Art’s
	Sacred Heart College, Madanthyar Mangalore University.(Karnataka)

	2015

	P.U.C
	Vidya Vardaka P.U.College, Mundkur
Udupi University.(Karnataka)
	2012

	S.S.L.C
	Little Flower High School, Kinnigoli            Mangalore University.(Karnataka)

	2010


ADDITIONAL QUALIFICATION:
· English Typing

· Accountancy 

· Tally package, Internet, Ms Office, Power Point, Internet Browsing.
EXPERIENCES:

· Worked as receptionist in Joy Palace Hotel at Tamil Nadu

· Worked as Inside office in  St Joseph’s Convent Sen Sec School, Batinda in Panjab
· Worked as General assistant in Father Muller Medical college Hospital Mangalore.
STRENGTHS AND SKILLS:
· Positive approach, confident, dynamic and analytical.

· Friendly, Flexible nature allowing me to adopt myself to people, environment, circumstances and accept changes by facing challenges.

· Eager to learn new things & take up new tasks
PROFESSIONAL EXPERIENCES:

· Maintains records, prepares reports, attending the calls and composes correspondence relative to the work

· Responsible in receiving & checking of company materials deliveries, duties to check the quantity & quality of items received, as per Purchase Order description & specification required

· Maintaining Nominal roles of Teaching/ Office / Support Staff

· Typing all kind of Circulars and Question papers and summary, letter.

· Prepared Daily & Monthly Inventory Reports

· Receiving materials into the warehouse stock and issue various departments

· Checking mails taking printouts and giving to concerned people.

PERSONAL DETAILS:

   Date of Birth 


:  3rd May 1994
   Marital Status


:  Unmarried

   Languages known    
 

:  English, Hindi, Kannada, Konkani
PASSPORT  DETAILS

· Expiry Date

:10/03/2025
· Visa Type

: UAE visit Visa
Declaration:


I hereby declare that the information furnished above is true to the best of my knowledge giving me an opportunity will not go vain.












Navya 











    
 Applicant

