· Dear Sir/Ma’am,

Please find the details for the vacancy in your esteemed organization.

As you will see from the attached resume, I’ve worn a lot of different hats.

Presently heading multiple branches (around 15 ) of one of the top most education institute in India. Working as Area Manager taking care of 14 locations in the state Punjab and one in Rajasthan. Running the centers successfully in all verticals-Sales, Academics, Infrastructure, IT, HR, Operations, Administration, Admissions, Marketing,  Customer Service /Retention, Quality Audit/Adherence , Customer/Student Escalations, Strategic Management etc since 9 years. The locations are declared as the operational excellence centers under my leadership. Maintaining the quality control along with the best team management. Apart from it, I am the head and final interviewer for all the profiles in pan company. Taking care of the interviews, selections, induction and trainings. Even conducting the buddy sessions for the new joiners for the Managerial roles like that of Coordinator, Center Incharge, Center Manager and Area Manager for all 40 locations 
As a PRO, in an Engineering and Management Institute (Gulzar Group of Institutes), I have lead the admission department very responsibly, handling all the local as well as national/outstation admissions directly, telephonically and online via website chat & mails. And inculcating & improving interpersonal skills of the students being a soft skills & personality development trainer & Communicative English (Assistant Professor).

As a Center Head in an education center(Top Career and You), I’ve run the center very responsibly. From administration, public relations and finances to counseling, working as a faculty and customer service, presentations, team management you name it, I’ve done it. I’m extremely motivated, organized and disciplined. And, it’s important to note, never had a dis-satisfied client.

At HDFC Bank, worked as a Collection Officer, again worn a lot of different hats.From telecalling, customer service and handling data to train the new joinees and leading a team.

And starting of the career was with Standard Chartered Bank as Sales Associate, was better known as the performer. Key Responsibilities were customer service, telemarketing and to handle backend to convincing the customers to upsell the existing products. And I always remained on my toes to handle delinquent cases of my team mates. 
No matter where I’ve been, I’ve produced topnotch work because I’m dedicated to making sure each and every piece stands out from the crowd. 

Keeping on top of projects and making sure all parts get to the finish line at the same time is one thing I do best. The ability to juggle projects and never missing a deadline didn’t just develop through my professional experience. It also comes from having a kid who demands attention since there is no one to look after her in my absence. It was adapt or die trying. I’ve learned to budget my time and my assets, and most importantly, I’ve learned to be flexible and to get things done.

I know what you’re thinking – that yes, I am the perfect person for the job. But I’m not in it only for the money – well, I am, but it isn’t the most important thing. I’m looking for a position where my contributions count and my efforts are appreciated – and hopefully a long-term commitment. Benefits such as flexibility mean just as much as salary to me. I believe in punctuality ,so you’ll never have o worry that I’ll be late! So let’s talk soon.


Harkamaljit Kaur 
House No-42
Jamalpur 
Ludhiana
Mobile: 9815609548
E-Mail: harkamal.dhillon@yahoo.com

CURRICULUM VITAE
OBJECTIVE :- A challenging position utilizing my extensive knowledge and abilities developed through my education and 
successful experience, offering opportunity for personal contribution and professional growth.

PROFILE :- Result oriented professional with ability of handling all kind of jobs as a team work.

PROFESSIONAL EXPERIENCE :- More than 15 years.


1.)Presently working in “Touchstone” as Center Head” since Feb’15

2.)Worked with Gulzar Group of Institutes for Engineering and Management from March’14 to Feb’15 as “Public Relations Manager”.

3.)Worked with TCY Learning Solutions from June’12 to Jan’14 as “Center Head”.

4.)Worked in HDFC Bank(ADFC) : From Dec’05 to Nov’08 in CREDIT CARD COLLECTION DEPARTMENT as a “Collection Officer”.
5.)Worked in Standard Chartered Bank : From Sep’03 to Dec’05 in Personal Loan Department as a “Sales Associate”.

EDUCATIONAL QUALIFICATION :-
Completed B.Sc in 2002 from Rammohan College under Calcutta University
Completed XII in 1999 under CBSE Board
Completed X in 1997 under CBSE Board
TECHNICAL QUALIFICATION :-
Diploma in Computer Application from NIIT.
EXTRA CURRICULAR ACTIVITIES :-
Participated in 30th Sub-Junior & 32nd Senior National Roller Skating Championship in 1992 & 1994 respectively.

PERSONAL INFORMATION :-

Husband’s Name : S. Gurpreet Singh
Date of Birth : 24th July, 1980
Martial : Married
Sex : Female
LANGUAGES KNOWN :-
English, Hindi, Punjabi & Bengali
STRENGTH’S :-
Honest, Confident & Team Worker

Thanks,
Harkamaljit Kaur

