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Career objective :
To leverage my professional experience and skills for performing ever-challenging roles and therefore attain fast paced career growth. To take every day as a challenge and contribute in every aspect to ensure my company’s growth. 

Summary of Qualifications
· Over seven years of progressive, professional secretarial and administrative experience.

· Proficiency in written and spoken English, Italian & Hindi language. 
· Computer skills include: Web designing, Search Engine Optimization, Internet Marketing Software research & testing and Microsoft Office.
· Amateur Gemologist.

Professional Background:
Web Designing ( 2004-present) –Dynamic and static websites, Logo designing, layout designing.
Web Development (2004- present) – Languages HTML, XHTML, PHP, MySql, JavaScript.
SEO (2004- present) – Keyword analysis, Website analysis, Competitor analysis, Link Popularity, Article writing, Directory submission, Forum posting, Press Releases.

Internet Marketing (2004- present) – Social Marketing, Email Marketing, Paid Advertisements, Lens creation, Forum Marketing.

Translation (2009-present)  English -> Hindi Translation {2000 words per day} 




 Hindi -> English Translation {2000 words per day}




 Italian-> English Translation {2000 words per day}

Exports Manager (2004-present) - with Mudit International in India, import-export Company dealing with hand-beaded artifacts and costume jewelry exporting to Europe since 1980s. 

· Traveled more than 20 times to Europe, also traveled many times to USA, for Business / Export Promotion Tours.

· Supervised tens of Sales agents (in each exhibition) in hundreds of jewellery & handicrafts international exhibitions world wide.
· Designed many websites for Indian, European, American and Egyptian companies.
· Done Internet Marketing for many Indian and American companies.
· Translated many legal documents, mails / emails, forms, technical documents from/to Italian/English.
Educational Qualification 
· Perusing B1 level of Italian language from Embassy of Italy – New Delhi 
· DELHI UNIVERSITY,
Bachelor’s Degree in commerce, B.Com  graduated, 

2006, Aggregate 47 %

· Senior Secondary in Commerce (C.B.S.E) from L.P.S.S.S,
2003. Aggregate 79 %
· Secondary schooling from L.P.S.S.S  (C.B.S.E), 

2001. Aggregate 70 %.
· Intermediate level in Italian language from Embassy of Italy
2013. Aggregate 81%

· Perusing advance level  in Italian language from Embassy of Italy
Computer Skills

· Knowledge of operating Systems: Windows9X, Windows2000, Windows ME, Windows XP, Windows Vista, windows7, Linux and MS DOS

· Knowledge of Microsoft Office Package, Microsoft Outlook Express and Microsoft FrontPage, Microsoft Expression, Microsoft Visual Basic, Adobe Photoshop, Adobe Flash, Adobe Dreamweaver, Tally.
· Literate in many PC software

Language Assessment:

· Well-versed in both written and spoken English.
· Well-versed in both written and spoken Italian 

· Well-versed in both written and spoken Hindi 

Organisational Skills
· Directed Street plays at school level.

· Actively assisted in organizing cultural fests in the College.

Personality: Polite, soft spoken, friendly, helping, compromising, intelligent, deep thinker, truthful, courteous, decent, honest, down to earth, humble, well-mannered, well behaved, well brought-up, straight forward, career oriented, positive attitude towards life, proficient.
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