SMRITI PAHUJA
Mobile: +91-8077058219
E-mail: simmibehal22@gmail.com
Dear sir/madam,

It was with great interest that I came to your contact,  My resume is enclosed herewith for you kind reference.

Review of my credentials will confirm that I am capable of serving as the catalyst for achieving revenue objectives and organic growth through effective contributions.

I understand that working for your organization requires a candidate who is a team oriented and is able to deal with people in various departments. I am confident that I possess these skills, which will help me to perform job effectively and efficiently.

My goal is to transit my enthusiasm, creativity and experience into a position where I continue to provide the strategic and tactical leadership critical to retaining valued customers of an organization. I am certain that my presence in your team will prove to be beneficial to your organization. As such, I would welcome an opportunity to speak with you to evaluate your  needs and share my ideas.

Thanking you,

Sincerely,

Smriti Pahuja
Enclosed: curriculum vitae
Curriculum Vitae
Smriti Pahuja
W/O: Mr. Bhaskar Pahuja
Permanent Address: A-66 L.I.G Colony, New Shahganj
Mobile: +91- 8077058219
Email:simmibehal22@gmail.com
Career Objectives
To Obtain a Challenging Position Charged with Opportunity for Growth, that Utilizes My Knowledge, Creativity, Interpersonal Communication and Problem Solving Skills.
Professional Qualification 

Completed  M.B.A (2008-10) from College Of Management Studies. 
Education
· 12th (2005) at Fatima Convent, Kanpur, Aggregate 74%

· 10th (2003) at Fatima Convent, Kanpur, Aggregate 61%

· Bachelors in Commerce at C.S.J.M Univ. Kanpur, Aggregate 58%
Technical Skills
Operating system: Microsoft windows
Package:  Ms- office

Interests
Net surfing, browsing, reading, interaction with different type of people, travelling

Achievements
· Leadership position in a number of extra-curricular activities.

· Served Head Girl in 12th Std. and Discipline in-charge in 11th Std. during school.

· Managed Campus Tours for visiting parents and students during school.

· Have participated in school sports events (Member of school Basketball team).

· Exhibited & sold artifacts and handicrafts designed by self.

Previous Employer
Company Name: IIT Kanpur
Designation: Project Assistant
Work profile: Handling all the daily basis activities, processes requests for taking advances, settling them, medical reimbursements, payment for work assignments. 
Total experience: 2 years (2013 Nov to 2015 Nov)
Previous Employer
Company Name: NIIT

Designation: Operations
Work profile: Office Management, handling inquiries, managing sales team, advertisements, online 

support, handling all official files and folders, maintaining records of the company. 
Total experience: 12 months.
Summer Internship
Summer internship in Outlook India Pvt. Ltd, 8 weeks (15 .04.09 to 15.06.09) worked on the project named “CUSTOMER RELATIONSHIP MANAGEMENT”
Extracurricular
· Participated in School and College level functions and seminars.

· Participated in “Soft Skills & Industry Relevant Skills” organized by NIAM from Oct 13th-18th 2008.

· Training Course in “Business Development programme” conducted by MSME from Sep 13th to Oct 13th, 2008.

· Member of Eco-club ( Environment friendly).
Personal Details
Date of birth: 12/10/1987
Husband: Mr. Bhaskar Pahuja
Permanent Address: A-66 L.I.G Colony, New Shahganj
Marital status: Married
Nationality: Indian
Declaration
I hereby declare that the above mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above mentioned particulars

Place: Gurugram                                                                                                            Smriti Pahuja
