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__________________________________________________________________________________
Mrs Ashwini Satyavan Khanvilkar 
Rishivihar Complex, Krupacharya Bldg, 
4th Floor, Manvelpada Road, Virar ( E ). 
Mob.No.9833415916.
Email : khanvilkarashu@yahoo.com
___________________________________________________________________________________ 
Career Objectives: To Be Extremely Successful At My Choosen Field Of Activity Through Professionalism Sheer Talent, Learn New Trends & Give My Best While Curving My Career.
Personal Details
Father’s Name        : Mr. Ganpat Mahadev Bagwe 

Husband’s Name    : Mr. Satyavan Dhonduram Khanvilkar
Date Of Birth        : 14th Nov, 1980 
Marital Status      : Married 
Religion               : Hindu 
Nationality         : Indian 
 Academic Qualification
	Examination
	Year Of Passing
	Board / University
	Percentage


	Class

	S.S.C.
	March-1996
	Mumbai
	60%
	I

	H.S.C.
	Feb-1998
	Mumbai
	62%
	I

	T.Y.B.A.
	March-2001
	Mumbai
	57%
	II


 
Other Qualification : Nursing Course has done at Dr. Gaikwad’s Institute for 2 years.
Knowledge of Handing EPBX System with 50 Ext.
                  
Computer Skills : Good Working Knowledge of Computer Software’s   like Microsoft Word, Microsoft Excel, PowerPoint. 
Career Summary

· Worked As Receptionist at Dr. Jain’s Clinic for 2 Years.
  
· Worked As Receptionist with Traxpo Enterprises Pvt Ltd Since 2005 to June 2011.
· Worked As Receptionist cum Personal Assistant with Contractors, Nayak & Kishnadwala  as a Personal Assistant Since July 2011
· Presently Working with MDP & Partners Advocates & Solicitors as  Receptionist cum Personal Assistant from November 2011 To Till Date
Job Profile 

1. Attending incoming Calls.
2. Making Outgoing calls.
3. Maintaining Daily Dairy.
4. Scheduling Meetings / Making update in calendar.
5. Updating Client List.
6. Taking care of Travel management Visa & Currency 
7. Sending Flowers & Gifts to the Client & personal friend’s of Directors. 
8. Party arrangement Etc…………….
Other Details 

 Interest & Activities  : Listening Music, Reading . 

Language Known      : English, Hindi, Marathi & Gujarati.

Mother Tongue        : Marathi.

Present Salary        : Rs. 25,500 PM  
Date  :

Place : Virar.  

 

( Mrs Ashwini Satyavan Khanvilkar ) 
