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CURRICULUM VITAE
ZEENA PRIYA DSOUZA
Bur Dubai, UAE

Contact No. 050 1595347 / 050 5443142



  
E mail:zeenapriya2009@gmail.com
OBJECTIVE:

To effectively utilize the knowledge and experience gained in the field of management and to demonstrate the acquired skills in a professional way. To gain recognition & to contribute to the growth of the organization. 

I am now looking to build up my career with a job which gives me more responsibility and where can I utilize my all experience, qualification, talents and effort. I am keen to achieve further.

EDUCATIONAL QUALIFICATION:

· BA Degree (Bachelor of Arts) 
IT EXPOSURE

    Operating System 


: Windows XP, Windows 2000
    Package 




: Ms-Office 

PROFESSIONAL QUALIFICATION: 


· Diploma in Computer Application.
· Logistics & Supply Chain Management.
OTHER ACTIVITIES

· Participated in Personality  Development Course

· Participated in University cultural programme

SPECIAL ACTIVATES 
· Been active member in NSS

· Participated  in Various Seminars and Sports Activities

WORK EXPERIENCE
1. DBFS Limited in India.
(Associate of DOHA Bank) 
Designation: Reception, Data Entry operator and Admin assistant
Period: From 12th May 2010 to 27th Nov 2010  

Job expertise:
·  Keeping daily updated Muster role, Record leave and staff changes
·  Proper distribution of inward tapals and post dispatched of onward tapals
·  Proper maintenance of personal files, service registers, etc., of all the staff.

· Arrange for purchase of stationeries, printing of books and forms as per the requirements and ensure keeping up of adequate stock of stationery books and forms etc.

· Arrange for insurance for all properties (vehicles, furniture, and cash against fire,) and for finally renewal.

· Created database of customer which include customers address, mobile number etc.      
· Maintained the office area and desk clean and neat to facilitate the customers
· Keep good relationship with customers by giving good service
· Keep the customers details in their own file for reference in future.  
· Handled the customer phones, mails, messages etc 
· Handled the customer problems by providing their needs.                                                                                                             
PERSONAL PROFILE:

Date of Birth

: 
14th April 1990

Gender


:
Female


Nationality

:
Indian

Marital Status

:
Married                                          

Languages Known          :           English, Hindi, Malayalam, Kannada and Konkani
Passport Number 
:           J3292356


Visa Status

:           Resident visa (Husband’s Visa)
‏ 

SELF-ASSESSMENT:

Hardworking, ambitious and very meticulous in approach. With a great deal of perseverance, I would like to take up challenges and am always willing to endeavor for long-term success. In the emotional intelligence front, I'm extremely easy to get along with people.

I hereby declare that the above particular, given by me are true and to the best of my knowledge and belief accurate








         (Zeena Priya)

