                     RESUME


MIiss Poonam 

Vill. & P.O. :-Manpur
Teshil: - Kotdwar 
Distt :- Pauri Garhwal      
State :- Uttarakhand
PIN-.246149 
Contact:  +91 6398311052
E-mail Id. –    Jashwant.rawat@gmail.com

	
Career Objective: 

My desire is to work with a company that provides open work environment, uses latest technology, empowered with technically qualified and skilled people, offers excellent growth opportunities and remuneration matches the best in the industry. 
[image: ]
  
  Educational Qualification:

· Matriculation from UA Board of school Education.

· Sr. Secondary from UA Board of School Education.

· Graduate from H.N.B. Garhwal University Uttarakhand.


Technical Qualification:-

Diploma in Computer Software  from I.T.C.E.  Kotdwar Pauri Garhwal (Uttarakhand ).

[bookmark: _GoBack]Worked Experience    
1.   I  am worked in one year Hotal Line Joshimath Chamoli Garhwal in post of    Receptionist .. 
 2.    I am worked in 4 Month Genius Foods  Pvt .Ltd . Haridwar  in post of Receptionist.
 Computer Knowledge:    

Basic Computer Knowledge MS Office ( MS Word 2003 & 2007, MS Excel, 2003, 2007, ..
Job Responsibilities
    
       Telephone &   Front Desk Reception , Customer Service , Filing Database & Records in Hard  & soft copy Management, Executive & Administrative support Reports & spreadsheets, Complaint Handling .Data Entry in Excel.
     
Circular Activities:-
              To   look   for   new  Development  to improve the performance   of Deptment              as   well   as     myself.

Languages/Hobbies:
· English, Hindi.
· Playing, Listening music.

Personal Information:

Father’s Name   	:  Shri   Mahendra Singh
Date of Birth 		:  21 June 1996     
Marital Status 	            :  Married
Nationality	       	 : Indian
Religion		:  Hindu 
Salary                      : 10000/-per month
Expected Salary      : Negotiable

Strengths:

· Confident, Committed to learn & lead, Good listener.

Dear Sir,

		I am submitting my resume under your kind consideration please. If you could arrange   for the interview after going through my resume kindly. If chance will be give to me to serve in your organization/firm, I will try to do my best.




Date: 	 18 /Sep/ 17					  ( Miss Poonam )
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