RESUME
SEEMA
Address : A-39, Tagore Garden Ext. New Delhi – 110027
Cont No : 9910838662 / 8860064233
E-mail : gogiaseema1983@gmail.com

Objective :
[bookmark: _GoBack]Keen to learn through observation as well as execute & accomplish my duties and responsibility assigned me with sincerity and integrity in a company where my abilities resourcefulness will contribute towards accomplishment of company goal.
Computer Skills :
· Done Computer course of one year from DICS Computers at Delhi
· Done Computer course of 1.6 years from Lal Bahadur Shastri Training Institute.
· Full literate and conversant with MS Office (Excel, Word) Multimedia, PageMaker, CorelDraw, Adobe image ready, Tally.
· Internet Application
· Having a typing speed of 35 word per minute.
On Job Achievements : 
· Maintaining office culture
· Collaborative working
Total Experience :
· 5 years experience as Receptionist.
Area Works Experience : 
· Organization : Rose & Patels (Rajouri Garden)
· Working Period : 2 Years
· Designation : Receptionist, Data Operator
· Job Profile : Making data sheet on excel.
· Organization : Indus Port Folio Pvt. Ltd. Delhi.
· Working Period : 2 yers
· Designation : Receptionist.
· Job Profile : Making dta sheet on Excel.
· Organization : Life Insurance Co. Ltd. (Model Town)
· Working Period : 1 Years
· Designation : Personal Assistant.
Academics :
Degree Passng                            Institute Board                               Year of
BA Pass                                        Delhi University                                 2006
Senior Secondary                        CBSE- Delhi                                        2003
Secondary                                      CBSE – Delhi                                     2001
Personal Detail :
DOB :                                 27TH May 1984
Husband Name :             Deepak Gogia
Language Known :          English, Hindi & Punjabi.
Hobby :                              Reading Book, Songs Listening & Gardening.
Contact :                           9910838662
Salary Expcted :               Negotiable


Date :
Place : 
                                                                                                                                                                     (Seema)
