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Personal Profile
Enthusiastic, reliable, and friendly individual who works hard to achieve her potential. Adaptable, committed and organized with a lot of administrative work experience. Good communication and writing skills. A quick learner who is always seeking learning opportunities. Works well in team as well as individually.
Skills Profile
· Organizational and time keeping skills.

· Good back-office skills like managing/preparing documents.

· Good problem-solving skills.
· Working knowledge of spreadsheets and other word processing tools
· General administration skills.

· Experience in managing office expenses.
· Proficient in analyzing large datasets, identifying trends and patterns, and extracting actionable insights
· Strong ability to work quickly and accurately. 
· Working in a pressured work environment.
· Ready to meet work pressure and deadlines.

Computer Skills

· Microsoft Office – Word, Excel, PowerPoint & Outlook.

· Search engines – Google & MS Bing.
· MS SQL Server 2019 (Beginner) 

Employment History

Company Name: Jupiter Technologies 

Role: Intern, Data Analytics
Period: 2019- Present

Essential Responsibilities

· Responsible for transferring data from paper formats into computer files or database systems.

· Collecting information from customers and clients
· Generating periodic reports
· Raising/Managing IT Support Tickets.

· Entering data into the central database
· Review all data for errors and report and unusual findings to management.
· File and organize paperwork used to enter data into programs to keep a record of original documents.
Company Name: Space Constructions Company, India
Role: Document Controller 

Period: 2012-2015

Essential Responsibilities

· Managing Invoices. 

· Mailing and sorting purchase orders to and from Head office.

· Assist and coordinate with Sales team to support their day-to-day work.
Education/Qualifications
2000 – 10th Grade – St. Rita High School
200-2002- 12th Grade – Gouthami Junior College
2002-2005 – Bachelor of Commerce– Geethanjali Degree College
2005-2007 – Master of Business Administration– Osmania university

