
Geeta Paul
RECEPTIONIST/FRONT OFFICE/OFFICE ADMINSTRATION
 (
Dedicated and detail oriented Receptionist/front Office/Office administrator with strong commitment the supporting the growth and success of an organization
.  
Skilled in office administration, reception duties and fostering a positive
 
and welcoming environment for both staff and visitors.
 
PERSONAL DETAILS
Kot
 
Kalan
, 
Jalandhar
 Pin-144024
Email :Geetapaul80@gmail.com 
Mob: 8360273436
)
EXPERIENCE

Government High Smart School
TEACHER  (6TH -10TH Class)   	                 Oct 2022 – Mar 2023     

· Conduct teaching sessions for students in classes
              6th to 10th
· Developed and implemented lesson plans
· Assisted in the academic and personal growth of the 
               Students

Self-Employed
TUTOR                 				5 Years
· Provided tuitions to Pre-Primary and Primary Level 
              Students  
· Customized teaching methods to suit individual 
               Learning styles
· Monitored student progress and provided feedback      


EDUCATION

GNDU University
B.A.                                                                                    Year 2002

PSEB Board
SENIOR SECONDARY                                                       Year 1998  

PSEB Board
HIGHER SECONDARY                                                      Year 1996


SKILLS

Student Progress Monitoring       Lesson Planning  

Reception Duties                            Office administration
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