                                 CURRICULUM VITAE   
SHOBHA MEENA  

Mail I.D.meenashobha2009@gmail.com                                                 
Mo.No.-     7974459499                       
CAREER  OBJECTIVE

To effectively use my calibre and  management skills for goodwill and betterment of the company while constantly upgrading my skills  and serves the profession with full enthusiasm. 
EXPERIENCE:

· Worked in �TATA ELEVATORS� COMPANY OF LIFTS, ESCALATORS CONVEYER SYSTEMS. I have worked for one  year as an  OFFICE ADMINISTRATOR AND COMPUTER OPERATOR.
· Worked  in A  Real state company REAL MILE STONE  as a Sales executive  for six month.
· Worked in A GYANSHEELA PVT. LTD. as an office administrative for one year. 
· Worked in A coaching institute MGCI of  NEET, JEE , PVFT, ICAR, BHU and PAT as an office admin  and counselor for three  year.
JOB RESPONSIBILITIES :  
· Responsible for co-ordinate with sales team members & handle followups   of there routine activities 

· Making daily and monthly feedback reports and forwarded to the     management. 
· Handled banking related work  and payments.

· Manage letter drafting/ E-mail correspondence and dispatch

related work on regular bases.

· Responsible for handle routine administrative work 
· In  institute solve students and parents queries related admission.

· Convenience to students for admission by motivated them and give      Suggestion  for  bright career, Managing fees structure.                              
· Monitor class schedule to ensure smooth running of classes.
PROFFESIONAL QUALIFICATION
· Master of Business Administration  (FINANCIAL SERVICES) From                                                                School of Economics  D.A.V.V.  
· Bachelor of Commerce education (B.COM.) 
ACADEMIC  QUALIFICATION
· Higher Secondary from C.B.S.E. Board in the year 2004.
· High school from C.B.S.E. Board in the year 2002.
· Specialization in Financial services (M.B.A.).
SUMMER TRAINING -                

· Training in share and Derivative market trading, and mutual  funds  Investment From Angel broking    share trading house.
 MAJOR  RESEARCH PROJECT-         

· The study on Mutual fund   investment .
ACADEMIC ACHIEVEMENTS AND CERTIFICATION

· Gold medal in painting from national Laval in 2000 

· Participation other activity like Rangoli, Painting, in inter college competition.  

· Governor award from scout guide in 2002.
Soft skill :  

· Positive attitude, Fast learner with continuous get knowledge Creativity, Honesty and discipline.
 Technical skills: 

· DCA From RGCSM Moderate knowledge of Computer Application (MS.Office, Internet etc.), Basic Knowledge in Tally 

PERSONAL TRAITS

· Father�s Name.          :          Mr. Ram Gopal Meena
· Mother�s Name
 :
Mrs. Prem Meena 

· Date of Birth

 :
9th August ,1987
· Language Known
 :
Hindi , English & Kannada
· Sex


 : 
Female

· Marital Status
 :
Married
· Nationality 

 : 
Indian 

· Permanent Address  :         124/22. Sector 12
                                                Thadi market, Agrwal farm, 
                                                      Mansarovar,  Jaipur (R.J.).
 " I Hereby declare that the above given information is correct to the best of my knowledge. I hope you would give me a chance to perform my ability".
Date  : -  
PLACE: JAIPUR                                                                                SHOBHA MEENA

