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Sangeeta chauhan

Contact no – 9311297091
Emil id: ssangeeta3114@gmail.com
Career objective

I seek a suitable career position, which offers challenges and growth with opportunities to enrich my knowledge, experience and skill.

Acadmic qualification
· Matriculation in 2013
· Intermediate in 2015
· BTS (Bachelor in arts of tourism sturdies) from IGNOU in 2022

Work experience
1) Working in super consultancy service as a Recruiter ( Nov 2023 Till Now )

2) Shri chakra Dhār publication – front office/admin executive (November 2019-2022 march)

Job Description (Front Office) :-

· Greets, registers to the guests/visitors.
· Managing guest/visitor and maintain guest /visitor folio.
· Register and issue Visitor badges and notify colleagues of visitor arrivals.
· Always maintains professional appearance and demeanour.
· Coordinating with housekeeping and maintenance team for office Upkeep.
· Responsible for proper key control and other security measures and coordinating with Security team.
· Transmits and receives telephone messages and redirect them appropriately.
· Manage and distribute incoming/outgoing mails and packages.
· Handle inquiries and provide accurate information to visitor and callers.
· Provide administrative support to various departments as needed.
· Assist in Coordinating meetings and Events.
· Manage office Supplies and inventory.

· Reads and initials the pass-on log and bulletin board daily. Is aware of daily activities and meetings taking place in the Firm.
· Maintains the cleanliness and neatness of the front desk area.

3) The wedding dreams company – wedding executive (January 2018-2019 September)

Job Description (Event Coordinator) :-


· Collaborate with clients to understand their event vision,preferences,and requirements and Provide the best advice on event, planning, themes and logistics.
· Understand the client requirement, prepared and share the proposal as needed.
· Develop comprehensive event plans, timelines and budgets.
· Coordinating with vendors, including caterers, florists, photographers and others.
· Source and negotiate contracts with venue and suppliers.
· Overseen the setup, execution and breakdown of events.
· Ensure that all elements of the event run smoothly and according to the plan.
· Troubleshoot and resolve any issues that may arise during events.
· [bookmark: _GoBack]Supervise event staff and ensure they are well informed about their duties/roles.

Technical qualification

· computer knowledge : Microsoft word , Microsoft excel , Microsoft power point
· Languages Known Hindi, English

Personal details

· Name- Sangeeta chauhan
· Date of birth – 12-2-1997
· Sex – female
· Marital status – married


Hobbies

· Listening music , reading book, singing

Declaration

I hereby state that all the information given above is true to the best of my knowledge and thus I conclude by earnestly requesting a suitable position in your esteemed organization.

Place:

Date:
From: Sangeeta Chauhan
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