CIRRICULUM VITAE
Sunita Rani                                                                            

H. no.53, Street No 2, Topkhana Bazar                                                                                                                                                           

AMBALA CANTT-133001
HARYANA

Mob.  8950499403

Email id:- sunitakiku1512@gmail.com                          

CAREER OBJECTIVES

Seeking a good position in globally competent progressive organization where I can showcase my in-depth knowledge and practice in handling official assignments.

Looking for a position in an established organization where I could perform my skills and ability for the mutual future growth and profit.
EDUCATION QUALIFICATION 

Matriculation from Punjab Board

Senior Secondary from Punjab Board

Bachelor of Arts from Punjab University

OTHER QUALIFICATION
ITI Diploma (Stenography English) Directorate of Technical Education, U.T., Chandigarh  

WORK EXPERIENCE  (09 YEARS)

Admin/purchase Executive  at Arihant Industry, Industrial Area (HSIIDC), Mahesh Nagar, Ambala Cantt-133001 since 2017.
Five year Four Months experience as a Clerk in CRD at PGI Chandigarh
Three year experience as Clerk in  Neuro Surgery at  PGI Chandigarh
RESPONSIBILITIES HANDLED

Mailing

H- Form, C- Form, Vat D-2,

Talk to Vendor’s

Purchase Order

Rejection

Receiving

Dispatch

Couriers (Outgoing, Incoming)

Dispatch details.

Couriers rejection

Payment advice to Vendor’s

Good telephone manner and client interface skills

Data Entry

Preparation of weekly reports and summary 

           maintenance of records

Patients dealing

Medical reports distributes on daily basis

COMPUTER SKILLS
Basic knowledge of computer 

Excel, Word, Office, Internet savvy

CAREER SUMMARY
      A detail oriented and highly skilled in managing the things and possesses rich experience of around 09 year as Admin Executive/clerk.
Proficient in managing the documents.

Expert in prioritizing the work.

Proficient in executing the programs using the limited     

                resources.

Expert in assisting the seniors and manage the routine daily 

          organization life.

MY ATTRIBUTES 

Qualified and result oriented

Dedicated and focused

Dynamic and multi-tasker

Highly motivated and flexible

Relationship management

Problem resolving capabilities

Good communication skills
Ability to learn new things in short period

Team work 

PERSONAL PROFILE

Husband’s Name
          :
Mr. Anshuman Sharma

Date of Birth

          :
02/08/1980

Marital Status
          :
Married

Gender

          :
Female

Languages Known
          :
Hindi & English

Hobbies                             :           Visiting new places, gardening and  

                                                           listening music

Date…………..

Place……………




    (Sunita Rani)
