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	Objective
	To obtain an entry level position in marketing and advertising, so that I can apply my customer service, and business administrative knowledge. A challenging and supportive environment, where I can grow, both personally and professionally towards my future goals in the marketing field.

	Experience
	2003-2004             Sears & Roebuck 
Chatsworth, CA

Telephone Sales Representative

· Called customers, regarding Appliance insurance.
· Used a special Pegareach computer system to enter data.

· Assisted customer service personal.

· Certified as a Specialist in Consultative Selling.

	
	2002-2003
Continental Financial
Northridge, CA

Secretary/ Receptionist

· Answered the phones, took messages, transferred calls

· General bookkeeping, filing, data entry

· Assisted in customer service, collections, and accounting

· Contacted customers in regards to refinancing homes.
· Made house calls to go over different refinancing options.

2002-2003
United Title Company
Encino, CA

Marketing Consultant
· Contacted different companies and marketed our title company.
· Found clients to join our company.

· Made appointments and attended them with the managers present.

2001-2002
State farm Insurance Company
Northridge, CA

Secretary/ Receptionist

· Answered the phones

· General bookkeeping, filing, data entry

· Assisted in customer service.

· Contacted customers in regards to home or car insurance.

· Customized special quotes for each customer.



	
	1998-2003
Sizzler Restaurant
Acton, CA

Manager

· In charge of hiring and training new employees

· Made daily deposits, and kept a record of daily and monthly sales

· Updated employee files.

· Kept track of the money in the safe and the petty cash fund.

· Started as a waitress/ cashier.

1998-2003
E-Z Take Out
Acton, CA

Assistant Manager

· In charge of training new employees.

· Made daily deposits, and kept a record of daily and monthly sales

· Updated employee files.

· Kept track of the money in the safe and the petty cash fund.

· Started as a cashier.

	
	

	Education
	2000-2005            California State University, Northridge
 Northridge, CA

· B.S, Business Administration with emphasis in Marketing.

1999-2000                      Antelope Valley College
 Palmdale, CA.  

· Took classes in typing and graphic design, for personal knowledge.

1996-1999                      Palmdale High School
 Palmdale, CA

· High school diploma.  

· Graduated one semester early.



	Interests
	Advertising and Marketing, Human resources, Business, traveling, reading, administrating cultural shows as well as performing, and painting.


	Additional 

Information

References
	· I am certified as a Specialist in Consultative Selling.
· I can speak various languages such as Urdu, Hindi, and Punjabi. 

· Typing (45 wpm), word processing, expert in multitasking, and problem solving.
· Active member of the South Asian Club, at California State Northridge.
Available upon request.


