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Vrindavan House,                                                                                      

Pantheerankave,

Calicut.


preetharajesh82@gmail.com


Mob: 9746733005

Objective

Looking for a position in an organization where I can improve my skills, and utilize my abilities, to get appropriate and responsible position in an esteemed organization.

Education

1. S.S.LC
2. B.A
3. Tax Practitioner course 
4. MS Office

5. HINDI B.ED

                                                                    Employment History

Back Office (Salary over draft Dept), ICICI Bank Ltd Cochin
               Front Office Executive, Idea Cellular Ltd. cochin
 BACK OFFICE  AEGON Religare Ltd.cochin
Associate back office staff, CHOLAMANDALAM DISTRIBUTION SERVICES LTD. (June 2011 to August 2012).cochin
Working in VKC since 20/03/2013 
Presently working in vkc  in calicut 8 years 

Duties and Responsibilities
· Receiving the customers, clients, visitors in a polite and pleasant way with a good smile and assist them. 

· Answering the phone calls made, and redirecting them to the concerned people effectively. 

· Receiving postal, courier packages addressed to the employees of the organization and sending them to the addressed person correctly. 

· Coordinating the communication between employees of different departments. 

· Mailing letters and other documents, messages to the necessary people.

· Maintaining the records of entry and exit details.
· Providing excellent customer service with good satisfaction.
· T.R. Entry, MIS updating, Documents cross checking etc.

                                                                    Personal History

Name as on Passport                                 :    Preetha Rajesh
Contact                                                         :   +919746733005 
Date of Birth                                                 :     01-Apr-1982
Marital Status                                               :     Married

ADDRESS                                                      :     Vrindavan, PO.Pantheerankave.
                                                                             Calicut Dist., Kerala-683019. India

Language Known
                                       :     English, Hindi, Malayalam 

                                                                                References
1. Mr. Jayan, (9961605040) ASM, Cholamandalam Finance Ltd. 
2. Miss. Shyni Thomas (9526619111), HR Manager, Al Marai Group.

                                                                    Declaration

I hereby declare that all the given information is authentic to the best of my knowledge.

Preetha Rajesh                                                                                                                   

