
Sukhdeep Kaur
Address: Hoshiarpur,Punjab

Contact No: 7626844197
E-mail: ksukhdeep1599@gmail.com
Career Objective
Results-driven education professional with 3+ years of experience in student counseling, admissions, and administration. Proven ability to exceed targets (80% conversion rate). Expertise in guiding students through course selection and approval for loan applications . Strong relationship builder with excellent communication and organizational skills holding B.Com (Honours) degree.
Experience


Education Counselor, Orane International, Hoshiarpur, December, 2023 - February, 2025
· Achieved targets with 80% conversion each month, customer handling being the priority by meeting their needs. 
· Assisted students in selecting suitable courses, aligning with their academic backgrounds and career aspirations.

· Guided students through the application process, including preparation of application materials and adherence to deadlines.

·  Provided up-to-date information on international education trends.

· Established and maintained strong relationships with educational institutions worldwide to facilitate student placements and ensure a seamless transition.

· Organized and conducted workshops and seminars to educate students and parents about the benefits and challenges involved in the field of beauty.

· Offered ongoing support to students during their studies, addressing academic, cultural, and personal challenges to ensure their success.
Front Office Executive cum Admission Counselor, GEMS Cambridge International School Hoshiarpur, August, 2021 - November, 2023
My duties as an Admission Counselor involve the following:
· Greeting and providing hospitality to the enquiries for admissions and other visitors.
· Understanding the need of the customers and presenting all the facilities provided by school in order to assure them about the services.
· Providing the parents the tour of the school, while emphasizing over the services.

· Doing proper Follow-ups of the visited enquiries, so as to know the details for delay in taking admission.
My duties as a Front End Executive involve the following:

· Answering the phone calls of parents and others and taking up their queries.
· Taking messages and redirecting calls to respective offices. 
· Organizing and maintaining files and records and updating them when necessary. 
· Creating and maintaining updated documents and spreadsheets including ERP and new admission transportation data. 
· Overseeing the sorting and distribution of incoming mails.
· Making MOI, Character certificate, Bonafides certificate, Transfer certificates, passes to leave early.

· Took care of maintenance of attendance register of the whole staff.

· Fixing meeting schedule of Principal and Coordinators.

· Cascading important information to the respective departments and parents too to ensure satisfactory services.
Academic Qualification


	Qualification
	School/college
	University
	Stream
	Score

	B.com professional
	RBIM
	PTU
	B.com (Honours)
	9.1

	12th
	Sri Guru Harkrishan Senior Secondary Public School Pandori Khajoor
	Central Board of Secondary Education (CBSE)
	Commerce
	85.4%

	10th
	Sri Guru Harkrishan Senior Secondary Public school Pandori Khajoor
	Central Board of Secondary Education (CBSE)
	Secondary education
	7.8 


Awards and Achievements                       
· Secured First position in School in 12th standard
· Secured Third position in University in 2nd and 5th semester.
· Got the title of Student of the Month in September 2018 and November 2019
· Achieving targets (310 + 269 admissions in two years) which was 70% and 76% conversion in the last two years of my experience.

Technical skills 
· Microsoft Office
· ERP(Enterprise Resource Planning)

Strengths
· Good communication skills
· Creativity

· Schedule Management

· Relationship Building
· Ability to remain patient in all circumstances
· Determination towards my work
· Self-disciplined and Self-motived
Personal Details           
Fathers Name    :      Harjit Singh 
Mothers Name   :      Sarbjit  Kaur
Date of Birth      :       15/05/1999
Nationality        :        India
Marital Status    :      Unmarried

     Languages Known :  English ,Punjabi , Hindi 
Declaration
I hereby declare that all the information given above is true to the best of my knowledge.
Name: Sukhdeep Kaur                                                        Place: Hoshiarpur

