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Objective 
                           To obtain a position in administration field utilizing the academic training, skills and experience acquired through my course work.


Summary of Quality 
· Capable of coordinating the programs.

· Capable to maintain all important information in suitable formats.

· Capacity of getting equipped with all the crucial information’s instantaneously.

· Maintaining the data of documentary records and keeping proper communication with staff.

· Disciplined and punctual of time.


Education 

· Post Graduation in Business Administration in 2009 from Canes College.
· Graduation in Arts stream from S.R.M College in 2007

Software Expertise 

· Microsoft Word, Microsoft Excel, MS Office, Proficient in Internet.

· High speed Typing with hundred percent accuracy.

Other Skills 

Confident, have good command over English, French and Russian languages.
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