CURRICULUM- VITAE
SHIVI AWASTHI

Add: -220/7-Dariyai Tola, Chowk, Lucknow-226003
Contact No: -+91-8887974538
Email: - shiviawasthi66@gmail.com

CARRIER OBJECTIVE:-	

To build a career in a growing organization where I can get the opportunities to proof my abilities by accepting challenges fulfilling the organizational goal and climb the career ladder through continuous learning and commitment.     

ACADEMIC Qualification:-	

· High School Passed from ICSE Board in year 2013.
· Intermediate Passed from U.P. Board in year 2015.
· B.Com. Completed from Lucknow University in year 2018.
· M.Com. Pursuing from Lucknow University.

Computer Qualification:-	

· IT Smart Training from APLL.
· DCAC Financial Accounting from UP-Tech.
· Can work on Tally Erp.09 Software.
· [bookmark: _GoBack]Complete Knowledge of MS-Office.
· Web Designing (HTML, ASP, PHP, CSS).
· CCC Course on Computer Concepts.
· ADCA Advance Diploma in Computer Application. 
· Pursuing “O” Level Computer Course from UP-Tech.      

WORKING EXPERIENCE:-	

· One year Teaching Experience in APLL.
· One year Teaching Experience in Laxmi Narayan Bhagwati Vidya Mandir Girls Inter College.

High Light s:-  

· Responsible for Front Office and Administration Duties.
· Handling Organization Enquires.
· Shorting & distributing mail.
·  Generating Invoices and maintaining office files in order.
· Have exceptional front office desk Knowledge.
· Outstanding customer service skills and great enthusiasm to attain targets.




Personal skills
· Knowledge of email, social media communication & Internet.
· Team spirit.
· Accepting challenges.
· Sincere towards work.

PERSONAL DETAILS:-	

Father’s Name		:	Mr. Dinesh Chandra Awasthi
Date of Birth			:	30/05/1996
Gender			:	Female 
Marital Status		:	Unmarried 
Nationality			:	Indian
Language known		:	Hindi, English,
Religion			:	Hindu

Hobbies

· Reading Books & Listening Music.

Declaration:-	

I hereby declare that all the above stated information is correct to my knowledge and if found incorrect at any level my appointment shall stand cancelled.

Date:…………….
Place:	           (Shivi Awasthi)
