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	         +971 55 4032388
Email address: neelambehal@yahoo.com


OBJECTIVE:

Develop my career further & want to contribute in the progress of the company and to obtain a Challenging & Responsible position in the required field, where I can fully utilize my acquired skills, abilities, knowledge and experience with the company offering career growth opportunities where I can use my abilities, talent and the sense of the dedication towards my duties and responsibilities with the whole aim to seeing the progress of the company and to prove myself as an asset of my company.

ACADEMIC QUALIFICATION:

· [bookmark: _GoBack]TYBCOM from Mumbai University (2008-2010).
· HSC from Mumbai University 2007.
· SSC from Sardar Vallabhbhai Patel High School Mumbai, Maharashtra in 2005.

COMPUTER SKILLS:

· Basic Knowledge in Computers.
· Perfectly versed with MS Office tools.

JOB EXPERIENCE & RESPONSIBILITIES:

· Worked in Justdial Pvt  Ltd. for 3 years as data entry executive.
· Retrival of Information & Updates from clients through Telephonic calls.
· Getting Feedback from customers randomly through Telephonic calls.
· Updation of Information & data on company’s  website.
· Reporting to Team Leader on daily basis.

· Worked in Snehanjali Electronics Pvt Ltd for 2 years as data entry executive.
· Updation of Attendance of all Employees on daily basis.
· Updation of Salary Statements of all Employees .
· Updation of stock purchasing on daily basis.
· Cross checking of stores DSS and updating the same on daily basis.

CAPABILITIES:

· Ability to work with minimum supervision.
· Organized and self-motivated.
· Hard working & Reliable.
· Assertive, quick-minded and eager to learn new things.

LANGUAGES KNOWN:
· English		:	Read, Write & Speak.
· Hindi		:	Read, Write & Speak.
· Marathi	:	Read, Write & Speak.
· Gujarati	:	Speak.
· Punjabi		:	Speak.

PERSONAL DETAILS:

· Nationality	:	Indian.
· Date of Birth	:	18th February 1989.
· Marital Status  	:	Married.
· Passport No.	:	N2538357
· Visa Status.	:	Visit Visa.
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