CURRICULUM - VITAE

GARIMA ARORA
  Email: garimaccbb1504@gmail.com,

A-104 Gandhi Vihar near Dr Mukherjee Nagar,

Delhi-110009

  Mobile: +91- 8826319109

Objective

To work for an organization that provides me with the opportunity to improve my skills and knowledge to grow along with the organizational objectives.

Academic Qualification

· M.A (History)  from IGNOU, Delhi in 2017 with 52%
· B.A   from DU, Delhi in 2008 with 45%

· 12th(Arts stream) from Sant Nirankari Girls Sr. Sec. School Delhi(CBSE) in 2005 with 61%
Professional Qualification

Basic knowledge of computer.

Current Work Experience

· Worked with Metis Eduventures (Career Power) ADDA247 as a Trainee Counselor (Since May 2018 – January2019.

Roles and Responsibilities
· Handling enquiry and getting the enrollments done.

· Providing counseling and proper career guidance for students.

· Resolving candidate queries relating to course

· Converting Walk-ins into enrollments.

· Explain courses being conducted and offerings by the institute.

· Handling Fees Submission through Various Modes: Swipe Mode/ Cash Mode.
Past Work Experience
· Worked with Roots Info-tech (Web-Univ) as Academic Counselor for 2years.

Roles and Responsibilities
· Handled Counseling Sessions.

· Handled All Inbound and Walk In Enquire.

· Handled Re-Registrations, Re-Sittings and Submission of Online/Offline Forms to University.

· Handled Fees Submission through Various Modes: Swipe Mode/ Cash Mode.

· Maintained Students Records.

· Handled And Distributed Mark Sheets, Books, I-CARDS And Degrees.

· Handled Online Examination Booking System And Booked Slots For Students.
Diploma

Computer for Business Application course from DICS (An ISO 9001: 2001 Certified Institute)

Covering areas as under:

· Basic 

· Internet 

· Fox Pro 

· C Language 
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