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CAREER OBJECTIVE
To work for the organization where I can utilize my potential & fulfill the requirement by being an integral part of an organization. Beside that try to work in a creative and challenging environment using cutting edge technologies where I can constantly learn and improve my technical and analytical abilities. 
	



PROFESSIONAL PROFILE:
· B.TECH in Computer Science (FIRST DEVISION) from CTIEMT JALANDHAR Affiliated to PTU JALANDHAR in 2013.
· An unwavering commitment to customer service, with the ability to build productive relationships, resolve complex issues and win customer loyalty.
· Strategic-relationship/partnership-building skills -- listen attentively, solve problems creatively, and use tact and diplomacy to find common ground and achieve win-win outcomes.
ACADMIC PROFILE:

· 10th From GOVT SR.SEC School Kamahi Devi with 77%
· 12th From GOVT, SR.SEC School Kamahi Devi with 60%(NON MEDICAL)

PROFESSIONAL SYNOPSIS:
· 2 Year experience as an office coordinator in PITAMAAS creative agency Ludhiana.
·  i have worked with  Mahendras educational pvt ltd As an  Admin Executive for 1.5 year
· currently working as assistent manager in PARAMOUNT coaching .

ORGANISATIONAL EXPERIENCE:

·  PITAMAAS CREATIVE AGENCY LUDHIANA (OCTOBER 2014 to JAN-2016 )

· Maintaining files and records with effective filing systems.
· Supporting other teams with various administrative tasks.
· Greet and assist visitors when they arrive at the office.
· Monitor office expenditures and handle all office contracts (rent, service etc.
· Perform basic bookkeeping activities and update the accounting system.
· Deal with customer complaints or issues.
· (2) MAHENDRAS EDUCATIONAL PVT LTD. 
· 
· DEALING WITH STUDENTS ENQUIRY
· MANAGING CLASS SCHEDULE, ATTENDENCE, STUDENTS COMPLAINTS ETC
· MANAGING CASH SECTION
· MANAGING ALL ADMIN WORK




OPERATING SYSTEM & NETWORKING / HARDWARE

·  Operating System: Window 98/XP, Dos.xp.window2000.
·  MS OFFICES,POWER POINT.EXCEL and Mathematical skills.


EXTRA-CURRICULAR ACTIVITES AND STRENGTHS

· Multi-tasking.
· Willing to work additional hours if required.
· Strong leading and motivational skills.
· Exceptional interpersonal and presentation skills
· Flexible with regards to working location.
· Oriented towards customer service.

	




PERSONAL DETAIL

· Date of birth 			13 SEP 1991
· Father’s Name     		              SH.RAJ KUMAR
· Permanent Address  		VILL BARI BLAMB PO RAJWAL.TEH –
                                                                 MUKERIAN.DISTT-HOSHIARPUR (PUNJAB)                                                     
· Marital  Status           	               SINGLE
· Languages Known                            ENGLISH,HINDI,PUNJABI
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