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Objective:

Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the Organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization.
EXPERIENCE IN DETAIL  
Company:    Somal Communication
Designation: Office Assistant
 Duration:      Feb 2019- January 2020
Roles and Responsibilities as office Assistant  
· Attend all official incoming and outgoing calls 
· Handling the queries of customers
· Maintain all official files and registers.
Company:     Phone Internet Hub
Designation: Receptionist
Duration:     March  2018- Jan  2019
Roles and Responsibilities as office Assistant  

· Billing of the products. 

· Maintain all Accounting voucher entry in Software.

· Maintain day to day Accounts & reporting to the senior management.
· Maintain all official files and registers
· Office work as per requirement.
· Maintain bank reconciliation Statement
· Maintain Journal Entry Sale, Purchase & Exp Invoice
· Maintain Cash book
       Company  
: Cosmas Pharmacls Ltd.


       Duration                :  Feb 2019 to Present.

       Designation           : Receptionist 
   Roles and Responsibilities
· Receiving and sorting Mails from the clients to Concern Departments.

· Answer telephone calls and take messages or forward to concerned person.

· Add and Edit the Brands name of the Parties in Software.
· Mail Daily Dispatch Detail to the clients.
· Making quotations and Sale Orders against Purchase Order of the clients.
· Domestic travel arrangements for G.M and Directors.
· Receive all incoming and outgoing correspondence packing.
· Prepare and maintaining correspondence and documents.
General Education  
                                    ● 12th from PSEB with 61%  

                                    ● 10th from PSEB with 71%. 
Professional Education
● Diploma (Information Technology 3 Years) In Satguru Ram Singh Polytechnical College                                                                                                                                        for Girls, Rishi Nagar, Ludhiana
Computer Proficiency
· MS Office – Word, Excel
·  Internet & E-mail operations
Personal Vitae 

Date of Birth

:
12.09.1998
Sex 


: 
Female

Nationality

:
Indian

Marital Status

:
Unmarried
Language known
:
English, Hindi and Punjabi
Hobbies

:
Listing to Music, Reading Books.


Date 
:











Place
:




   




   ( Navneet Kaur )


