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RESUME
TULIKA SRIVASTAVA
Mob:- 9889820175 E-mail:-tulika716@gmail.com  
	OBJECTIVE


I seek to be a member of an organization to work as a team for the growth of the organization by exploring my skills & strengths in conjunction with the organization’s goals & objectives.

Career Contour

Working as Front Office Executive in Delhi Public School since Jan 2016 till now



JOB DESCRIPTION 

· Handling all the queries of parents and teacher.
· Maintaining all the reports regarding School and Principal.

· Careful attention towards documentation & record keeping.

· Preparing circulars, write-up and press media report.
· Event Management. 

· MIS of all the data base.

Associate ICICI Prudential life insurance co ltd from June 2015 to Jan 2016

 
JOB DESCRIPTION 

· MIS Management
· Renewal Database of ICICI Bank
·  Flexibility to work in a rapidly changing & challenging environment.

· Responsible for time management.
Worked as Sr. CSR in Bajaj Allianz Life Insurance from Jan 2008 till June 2015 

 
JOB DESCRIPTION 

· Recruitment
· Responsible for joining formalities, induction and familiarization with the employees 

· Maintaining the database.

· Careful attention towards documentation & record keeping.

· Bond Formation, Formats for various forms
· Responsible for whole office needs and requirements. 

· MIS of all the data base.

Academic Credentials

 Bachelor in Arts from Lucknow University 

	CERTIFICATE


1. One-Year Diploma In Computer Application.

2. Certificate-in-computing from IGNOU
3. Diploma in Pre and Primary Teacher Training. 
Personal Minutiae

Date of Birth

: 08th October’1983
Present Address
: 185 Aradhana Eldeco Udyan 1 Jail Road Bangla Bazar luckow
Linguistic Abilities
: English & Hindi.
Date:

Place:
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