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	Name 

: RUCHIKA PADHWAL  
Address
: Rohini- Sec-7, G22/169-170, Second Floar, New Delhi
Phone                        

: +91– 9958025508      Mail id:  padhwalruchika@gmail.com
:: Opportunity I am Looking For : 
About Myself & Preferred Job Details 

To achieve a career driven goal of being a successful, resourceful and responsible individual with crave for attaining niche place of recognition in field Administrator
 :: Work Experience : 

Work Experience 

:  Working as “Administrator at Godrej Vaults & Locker Leasings. 
Duration
Projects/Company Name
Designation
Job Profile

Aug ’2012 to  Aug’2013
Impression plus concepts and solution  Pvt Ltd.
Front Office
• Answer all incoming calls and handle caller’s inquiries whenever possible.
• Open and date stamp all general correspondence

• Maintain the general filing system and file all correspondence

• Assist in the planning and preparation of meetings, conferences and conference

telephone calls
• Respond to public inquiries
Aug ’2013 to  Dec ’2014
Medisign Biotech Pvt ltd
Administrator
• Sourcing (Foreign Manufacturer)

• Prepare Documentation
• Handling Purchase of Printing    Material

Oct’ 2015 to

Till the date

Godrej Vaults & Locker Leasings

Administrator

• Documents Work

• Handling the Clients

• Handling Purchase

 :: Educational Details :
Qualification/Degree
Board/University
Year of Passing
BA 
Delhi University
2014
Intermediate

CBSE
2011
High School
CBSE
2009
            :: Other Skills :
            Working Knowledge of Computer
              • Internet Browsing
 

    • MS Office
            :: Job Preferences/Expectations :
             FULL TIME 

 

Expected CTC
:     20,000-25,000
Ready to Relocate
:     Anywhere in NCR
Joining Period
:     After 2 days of receiving written offer.

          ::: Personal Details : 

            Name 

            Father’s Name

            Contact Information
: RUCHIKA PADHWAL  
: Late. Subhash Thapa
Postal Address
 : Rohini- Sec-7, G22/169-170, Second Floar, New Delhi
City
: New Delhi
Phone
: +91 –9958025508
            Date of Birth
: 20/May/1992
            Sex
: Female
            Marital Status
: Married
            Languages Known
: English, Hindi 

         I hereby declare that the information furnished above is true and correct to the best of my knowledge and   belief.
 Place: New Delhi
 Date:                                                                                                               (RUCHIKA PADHWAL)
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