                                             Resume

Name: K. A. LAXMI MANASA                                      Email:  manasakavuri12@gmail.com                                                                                                 Contact Number: 7989324045
Address:  H.No-1-32/1 ,hayathnagar, Hyderabad

Career Objective:
Looking for an innovative and challenging environment that can fully utilize my capability and provide me an opportunity to keep pace with the demanding efficiency and where challenges are transformed into opportunity and opportunities into success.
[bookmark: _gjdgxs]Experience: (JAN 2021 -SEP 2023)
I have 2 years’ experience in BID - PAYABLE as office Assistant in M/S Margadarsi Chit Fund Pvt Ltd.
Roles and Responsibilities:
· I worked in an Auction chit company where each and every individual must take a part in bid and when he once gets successful bidder(the person who got the bid for certain amount in auctions) is eligible to take the bid payable amount in the way of cheque.
· To take the bid amount there is an need of documentation to every individual.
· These documentation are of several types i.e. 1) PLEDGES 2) SURETIES and 3) PROPERTY MORTAGAGE.
· Helping out the customer by suggesting the easy and proper way of documentation which is based upon the chit liability.
· Sharing knowledge regarding documentation to the customers and make them clear about it and proceeds by the acceptance of customers.
· I will take proper signatures of the SUBSCRIBERS AND GUARANTORS on PROMISORY NOTES AND GUARANTEE BONDS and tally them with their ID proofs.
· Keen observation and patience to be maintained while doing documentation.
· Major part of the documentation is done in online method and some of the process in offline method.
· Though I am capable of both the process sorting out customer queries and completion of document as soon as possible in proper way and releasing the bid payable cheque to the customers is the work done by me.   

· I was working in ramoji film city as semi voice process in etv win department 
· The role was I have to solve the issue of the customers 


Education:
	Qualification
	Institute/Board
	Year of Passing
	Percentage

	Degree
	Annie besant womens college ,
Osmania University
	2018

	 70%

	Intermediate 
	Sri Gayathri college
Board of Intermediate Education
	2015
	       63%

	Matriculation
	Santhinikethan high school 
 Board of Secondary Education
	2013
	65%



Hobbies:
· Painting 
· Dancing
· Listening music

Competencies:
· Good problem-solving ability
· Quick Learner and quick on the uptake
· Team Coordination 
· Communication skills
· Knowing New Things

PERSONAL PROFILE:
Name                                            :    K. Manasa
Father’s Name                            :    K Srinivasa rao
Date of Birth                                :     25-04-1998
Gender                                          :     female
Languages Known                       :     English Telugu and Hindi

Declaration:
I hereby declare that all the details above mentioned particulars are correct to the best of my knowledge and I bear the responsibility for the correctness.

Place: HYDERABAD
Date:                                                                                             K manasa 
