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Address : SR 3/16, Hill top Society, Taljai Pathar,
                Shelar Chawl, Dhankwadi,
                   Pune:411043

Phone : 8369956469
Email : saanvilondhe@gmail.com

Objective :   To have a dynamic career, that gives me a chance to grow economically and
psychologically by exercising my knowledge and abilities in the best interest in the
ever-changing corporate scenario.


Work 
Experience :   Office Administrator at Mahesh Tutorials Mumbai
2.6 Years of Experience (March 2016-October 2018)
Job Profile : Handling overall reception, Completing Admission process, Scheduling lecture timetable, attendance of students.

Jr. Clerk at Trinity Polytechnic (KJEI Institute)
1 year Experience ( March 2021-April 2022)
Job profile : handling all administrative work and work on Scholarship

Data Entry Opertor/Hr Recruiter:
1.5 years of Experience (2012-2014)
Doing data entry of all the candidates, calling the desired candidate and 
taking first round of interview


Education :  Graduate
                           Course: BCom
                           College: Mahatma Education Night Degree College (Mumbai University)


Additional :   Knows Computer, Email | > 30 Wpm Typing Speed, Ms Word, Internet Surfing,  Skills              Basic  Excel






Place:  Pune						          Varsha Pravin Tambe                                     
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