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Heena
Contact No: +919653132313 Email Id: Banihh123@gmail.com

 (
Career
 
Objective
)

By acquiring knowledge, expertise and a familiarity with the organization’s culture, I want to contribute towards realizing organization’s vision and become its integral part.



[bookmark: Qualification]  Qualification	

· 10th from Punjab School Education Board in 2010.
· 12th from Punjab School Education Board in 2012.
· BCA from Guru Nanak Dev University in 2015.
· IELTS with overall 6 Bands.



[bookmark: Experience]  Experience	

· 1 year experience as supervisor & manager in Floret Sports in sports Market.
Duties: 
Supervised accounting staff to provide feedback and evaluate progress. 
Deal with clients for order.
Processed payroll by validating work hours and attendance of employees.        
Manage office requirement.      
· 2-year experience in Sewak Medical Hall as a Computer Operator and medical representative.
· Maximum 6 Year experience in Immigration line as a Filling manager in all countries study visa and tourist visa.
Duties:
Manage all staff requirement
Pay bills
Handle all employee Interview
Handle all Online files lodgment, medical appointments and paper work visa file, Interview preparation, Basics SOP and etc. as well as tourist visa filling. 
Also worked in Australia PR (VETASSESS, EOI, IMMI ACCOUNT)

	
[bookmark: Personal_Details]  Personal Details	


Father Name	:	Darshan Kumar
Date of Birth	:	20/12/1993
Nationality	:	Indian
Marital Status	:	Married
Language Known	:	Punjabi, English & Hindi


[bookmark: Talent_and_Ability]  Talent and Ability	

· I am person of dynamic nature of hard working. My ambition is to be a part in every step of growth and prosperity of the organization, which in turn is my growth and prosperity.



[bookmark: Declaration]  Declaration	

I hereby confirm that all the above given information is correct to the best of my knowledge.


(Heena)
