SHAILA  SHANTARAM  BAIT

Add : 209, B-Wing, Siddhi Vinayak   Ph: 8976186630 / 8976186632 


Building Kandivali (West),    E-mail: shailbait@gmail.com
Mumbai-400 069.



  Swatibait89@gmail.com 
________________________________________________                                                           

Objective 
To enrich the Organization with core commitment and utilize my skills, efficiency and effectiveness in the direction of the organization & goals objectives with an attitude of learning and growth.
Work Experience
Organization
Maharashtra Industrial Development Corporation (MIDC), (India). On behalf of Nelito System Pvt. Ltd.
Duration
Oct’ 09 – Till date
Designation
Typist cum Clerk.
Job Profile 


· Operating Outlook, sending mail to Applicant for inform them regarding LAC Meeting, Board Meeting etc.
· Maintaining data in Microsoft excel of all Regional offices files or letters.
· Handling IFMS system.
· Typing English letter or Marathi letter as per senior’s dictations.
· Sorting Minister Reference letter, filling letter, Regional Offices letter.
Organization
Yogi Info media Pvt. Ltd. 
Duration
Jan’ 07- May’ 08
Designation
Data Entry Operator.
Job Profile 


· Daily Data Entry for Word, Excel.
Organization
Shiv Shakti (Data Entry) Pvt. Ltd.   

Duration
Jun’ 08- Oct’ 09
Designation
Data Entry Operator.
Job Profile 


· Operating Outlook, sending mail etc.
· Daily Entry Data Entry for Excel.
Computer Skills 
· MS-OFFICE (Excel, Word, Power Point & Outlook)
· English Typing speed 40 wpm.
· Marathi Typing speed 40 wpm.

· MS-CIT 1st class.

· DTP COURSE 

(Page Maker, Corel Draw, Marathi Akruti)

· Tally 7.2
· Web Designers & 3D Max Animation Course in Appeared.
Education

· T.Y.B.Com (Nasik Open Unv.) Appeared in year 2013.
· F.Y.B.Com (Nasik Open Unv.) Passed With IInd Class in year 2011.
· H.S.C Passed With IInd Class from Mumbai Unv. in year 2003.
· S.S.C Passed With IInd Class in year 2001.
. 
PERSONAL PROFILE
· Date of Birth
:
20th February, 1984.

· Gander

: 
Female

· Nationality
: 
Indian

· Marital Status
:
Single

· Languages Known
:
English, Marathi, Hindi

· Hobbies

:
Listing Music, Reading History Books.
The above information to the best of my knowledge is correct and true
Date          
:

Place 
:
Mumbai





  Signature 





Shaila S. Bait
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