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            Occupation:

            Receptionist
          	
            Location:

            
              Moscow, KS
            
          	
            Education Level:

            Master
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Maintain Confidentiality of all official matters
Possess excellent communication skills
Sincere commitment to work
Hale and Healthy
Fast Learning,  Optimistic,  Co-operative, Adaptive.



  

  

  

  

  

  

  





  Accomplishments

  
    Highlights:

    To work in an organization offering lots of challenging work to improve my knowledge and skills and to discharge in appreciable manner.
    
      Companies I like:

      TVS Group,  L&T,  Ford,  Nokia,  Greaves Cotton Ltd,  Or any good Company

    
  

  

  

  

  

  
    

    Responsibilities

    
      Taking care of reception, Phone calls

Maintaining inward and outward registers

Generation of invoices and issuing of delivery challans

Fixing appointment for top people

Get the order enquiry,  preparing offers

Keep in track of stock and to dispatch the material according to requirement

Sending quotations mails and following the client  regularly

Coordinating Marketing Department
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