Ms Shugufta Ara,
127, Sheikh Ul ALam 
Colony Ahmadnagar Sgr
Contact no.: 9796179599
Email: shutalib786@gmail.com
Objective
To work as an office assistant and help seniors to solve their day to day problems by managing the routine activities
Skill Sets
· Telephone Skills.
· Typing.
· Documentation Skills.
· Excellent Verbal and Written Communication.
· Dependability.
· Attention to Detail.
· Good computer knowledge.
· Skills to maintain the records.
· Can work under pressure.
· Good communication skills.
· 
Employer
· With Thyrocare laboratories Pvt Ltd. from 4 years as Office executive / Accountant

Education
· B. A 2nd Year From Kashmir university
· Diploma in computers from DOEACC UNIVERSITY
Personal Details
Fathers Name: Gh. Mohammad Degloo
Date of Birth: 15/03/1984
Languages known: English, Urdu, Kashmiri
Hobbies: Internet surfing, reading books.

