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Computer Skills

MS Office: & Excellent 0 Good O Avg. O Learnt but never worked on it O Nil
MS Word: &/ Excellent O Good O Avg. O Learnt but never worked on it O Nil
| MS Excel: O Excellent & Good 00 Avg. O Learnt but never worked on it O Nil

Auto CAD: O Excellent O Good T Avg. O Learnt but never worked on it O Nil
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) Experience & Employ t Details
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AN OSMAMNIA UNIVERSITY

RO OMAL CERTIFICATE AND CONSOLIDATED MARKS MEMORANDUM
ul 542 |

B e 8N T TITHA L P ~

IERETIY PANDU § .
I ) Poto 0 hyebon o] ARLS [ Yo 4l(~,1.“.(n Cot e )

Doy o ‘;u»hhzm:u»Hn~MHnwhu:mdQMWHuﬂ}Hhﬂ]NuJ N‘ogo.gs.lésuhmn

w100 0 36 | S9 A9S
FRENCH I 75 127 | 45 A95
COTAL MARKS CECUNFD B DART |
: ‘ 100 | 36 53 A6 L mrsunes 226
FRZMNCH Il Corna L1250 4% | 49 A96 | rmivonns
: *THONTWOX STIX*
| . Loodiannowe SECOND
o e e D
A R AR IR A0 RNV YR POt CERTIE R R e
ECONOMICS.1 100 [ 36 | 47 A95: [lwa  |mm' l;m nm
PCLITICAL SCIENCE.1 100 | 36 | 45 A9S ||mw |muo | mw L
PUSLIC ADMIN, 100 | 36 | 41 $95 nw ™ no am
INDWHJCULTURE 50118 | 29 A9S “m L " L
ECO-’IOMIC/S.}’. 100 36 47 A96 " T - w
POLITICAL SCIENCE.Q | 1G0 | 36 | 85 §96 |Imm  jun  |uu xm
PUSLIC ADMN. 100 | 36 | 55 A6 ™ - e o
SCIENCEICIVILIZATION | 50 |18 | 32 AS6 ||uww |uw  (wa o
ECONOMICS. 3 100 | 36 | 44 A97 " " '™ ™
POLITICAL SCIENCE.S 1C0 | 36 | €2 A97 L aw " T
PUSLIC ADMN.3 1C0 | 36 | 63 AT nn - L "
ECOMOMICS. 4 160 | 36 | 54 A9T ~w " ~n Y
POLITICAL SCLZHCELG 100 | 36 | 36 A97 "u um L L "e
PUBLIC ADMMN,.4 100 | 36 | €3 A97 "y e um ‘m
;i an e jam (X uu tw T aua =
T T e PART o [A[ /7 o
612 ’ 'SECONHD
AL IAAONERTWON . Ly R I Mmu'm.'.rnumlxnumvl-uur

13wy ?7=-77 :{qhhﬂlﬂ ﬂnnﬂYiGUHOQB p
. = K - -
I4Q1i\VﬁﬂdLﬁ4 /XIYZK*N/W/////

thuwnumy.

o

oottt e

Sijjul);u/wsAL»




Plot No.356,
Mallikarjun Nagar,
Malkajgiri,
Hyderabad — 500047
" Voice No: 27064046
E mail: sunitha30_74@yahoo.com
V.SUNITHA

OVER ALL DESCRIPTION =~

I have an overall 5 years of working experience and expertise and specialized in Sales
Coordinator and Administration.

CARRER OBJECTIVE

To carve a career by serving in an esteemed organization which can accommodate my
efforts and where [ can utilize my acquired skills to achieve personal and organizational
goals.

EDUCATIONAL QUALIFICATIONS
1. M.A from Osmania University- In year 2004 w1th 85%
2. B.A from Osmania Universite- In year 1998 with 75%
3. Intermediate — In year 1995 with 75%

TECHNICAL QUALIFICATIONS -

1.Computers: Knowledge DCA from BDPS, Secunderabad

1. Working as a Sales Coordinator in Qverland Storage Solutions Ltd
Period: From 2002 to till on date.

Job Description:

Attending customer calls taking the requirements and routing out calls to sales

department

Preparing quotations and Monthly sales report given.

Assisting the Marketing executive and the Tele-Marketing department with
~ appropriate database.

Coordinating with the sales staff.

2. Worked as Sales - Coordinator with M/s Haridas Softech Ltd
Period: 1998-2000

Job Description

Order Processing, Invoice Preparing

Coordinating with the production department for timely supplies to the customers.
Coordinating with the sales staff (Follow up the orders, payments.)

Handling customer calls.




3.Worked as a Sales-Coordinator with M/S Arpit Infotech Ltd
_ Period:2000-2002

Job Description

Attending customer calls taking the requirements and routing out calls to sales dept
Coordinating with Sales Staff.

Reminding important appointments and work

Preparing quotations and Invoice for sales department.

4 Worked as a Front office executive with M/s Reliance industries Ltd
Period: 1997-1998
Job Description

Front office executive

Attending incoming calls &outgoing
Coordinating with Sales Staff.

Reminding important appointments and works.

STRENGTHS =

Hard working and sincerity at work.
No mobility constrains. ‘
Team Work.

Good communication skills.
Adaptable

PERSONAL PROFILE

Husband’s Name : Mr.V.Venkat Rao

Date of Birth : 30" June 1979
Martial Status : married
" Gender : Female -
Nationality : Indian
Languages Known : English, Hindi, and Telugu. ~
: . od
Thanking you, ‘ ’ :7 7

Dated:

e
Place: | M -




