From
V. Sangeetha,	
No.37 solai3rd Street,
Ayanavaram,
Chennai – 600 023.



Respected Sir/Madam,

SUB :  Application  for  suitable  post
********


Being given to understand that there are vacancies in your esteemed organization. I wish to submit this as my application for your favorable consideration. I am enclosing my resume for your kind perusal.

	
I shall be grateful, if you given me an opportunity to serve in your organization. I assure you, that I will discharge my duties to the best of my ability and would certify prove worthy of your selection.

I hereby declare that all the details given in my resume are true to the best of my knowledge and I can provide references upon request.



Enc : As  above.

PLACE : Chennai					Yours faithfully

DATE :						(V.Sangeetha)   

CURRICULAM VITAE

V. Sangeetha 	Address for Correspondence
No.37 solai3rd street,
Ayanavaram, Chennai – 600 023.
						Tamil NaduINDIA
						
						Mobile:9962138553
						E-mail:sangeesofiya15@gmail.com


CAREER OBJECTIVE

To work in a professionally managed organization which provides access to enhance my existing knowledge and grow with the company.


EDUCATIONAL PROFILE

[bookmark: _GoBack]Qualification	: B.com (Corresponded)


Higher Secondary:                    The Madras  Seva Sadan Higher
	Secondary School.
	Chetput 
	Chennai – 600 031.
Working Experience:                 Stepsstone Promoters Pvt Ltd(2014 Till Date)

Roles & Responsibility

Handling the incoming calls and directing to the appropriate person. Greeting clients, 
customers, visitors and candidates and directing to the appropriate person.

Providing information to callers.

Assisting the HR team with making the attendance and maintain the leave records of the 
Employees.

Assist HR in completing joining formalities of all new employees - Bank account 
opening, ID card printing, various forms filling, Placing order for Visiting Cards.

Monitoring the duties of Security Personnel, Office assistants and Housekeeping staff.


Daily Inspection of all Meeting rooms, Server rooms, Rest rooms, Cafeteria's for 
Hygiene and Cleanliness.


Procurement of Stationery items for the Corporate Office and Maintaining Stationery 
details.



Technical Qualifications:  

Operating System.
MS - Office.MS - Excel
	

			
· EXTRA CURRICULAR ACTIVITIES 
· Painting 


· PERSONAL PROFILE

Name	: V. Sangeetha 

Father’s Name			: B.Vijaya Kumar

Date of Birth				: 15th November 1994

Sex					: Female 

Communication Address	:No.37solai 3rdStreet,Ayanavaram
Chennai – 600 023.Tamil Nadu.


Mobile No				: +919962138553

Religion 				: Hindu

Nationality				: INDIAN

Marital status 				: Single

Languages known			: Tamil, English.


DECLARATION

I hereby confirm that the above given details are true to the best of my knowledge and belief.


Place :	Chennai
Date  :					(V.Sangeetha )
