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CAREER OBJECTIVE:
To obtain a position of responsibility, where I can utilize my diverse range of skills and experience while at the same time gain valuable knowledge to help further my career and make your business more successful and to operate effectively as part of a team, or as an individual. Willing to own responsibility and accept accountability as demonstrated in past employment.

SUMMARY:
Energetic and multi tasker with in depth knowledge of excel skills. Ability to manage workspace, administrative duties, customer relations management and effective team handling. Calm headed and always eager to learn and adapt to organizational environment. Key strengths include:
· 
· Teamwork
· Assertive Communication Skills
· Participative Leadership
· Problem Solving
· Organization Prioritization
· Proactive Decision Making
· Quick Learning Ability


WORK EXPERIENCE:
· Administrative Executive		Geeks Technical Soultions, Chandigarh	2016 -  2017
· English Speaking and IELTS            Sarangal Group Of Institutes, Behrampur 2017-2018
· English Tutor                         	 Education World, Gurdaspur                  	 2018 – Present
	
EDUCATION:
· MBA in Marketing and HR from Lovely Professional University with CGPA 7.50
· B.Tech. in Electronics and Communication Engineering from Global Institute of Management and Emerging Technologies under Punjab Technical University with aggregate 82%
· Diploma in Electronics and Communication Engineering from S.B.C.M.S Polytechnic College under Punjab State Board of Technical Education and Industrial Training with aggregate 75%

CAREER ACHIEVEMENTS:
· Design and management of employee’s attendance, salary and login hours record.
· Customer relations management through chat processes and customer services management.
· File handling and records management through excel and spreadsheets.
· Gained teaching experience and provided in depth knowledge to beginners and government jobs aspirants.
· Working in collaboration with technicians and customers to provide technical assistance.
· Attended/participated in various Android and web technology seminars and webinars during graduation.
· Participated in Blood Donation camps and Social Awareness campaigns.
· Participated and secured top positions in various sports events and was college cricket team captain.

TRAININGS AND CERTIFICATES:
· Six months Network Specialist training at HCL Career Development Centre, Mohali.
· Embedded system training at Soneil tech solutions, Amritsar.
· Internet/Broadband and C-DOT MBM at BSNL telephone exchange, Mukerian, Hoshiarpur.

