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RITU
Mob                       : + 91-8427331420
Email id                  : ritudugg1993@gmail.com
Father’s Name     : Sh. Pritam Dass
DOB                       : 20-02-1993
Gender                  : Female
Marital Status      : Unmarried
Nationality           : Indian
Language Known: Punjab,Hindi, English
Address: Dr. Ambedkar Chawk Hadiabad, Tehsil Phagwara,Distt. Kapurthala
CAREER OBJECTIVE
To work sincerely and build a symbolic relationship with an organization. Where my efforts will be complemented by career growth, higher degree of responsibility and to prove myself as a valuable assets.

EDUCATION QUALIFICATION
	QUALIFICATION
	SCHOOL/COLLEGE
	YEAR OF PASSING
	PERCENTAGE

	Matriculation
	PSEB
	2008
	72%

	Senior Secondary +2 (Commerce)
	PSEB
	2010
	62%

	BCA
	ST.Soldier College Hadiabad , Phagwara
	2013
	54%


	Msc (Computer Science)
	Lyallpur Khalsa College for Women ,Jalandhar
	56%
	56%



Bank Exams Coaching
IBT Jalandhar, 2016 (3 month) 
Project work
Inventory Management System (Vb.Net) in BCA
Resort Management (php) in Msc Computer Science .

Area of Expertise
Excellent presentation and communication skills.
Excellent knowledge in reasoning, quantitative aptitude, verbal aptitude and computer science.
Helped students develop realistic goals and improvement plans.
Assisted students in completing assignments and improving test scores.
Provided tips on shortcut methods and prepared students for aptitude tests.

Work Experience

Hospital Receptionist
Narula Orthopedic  Hospital Phagwara, May 2013 to  june 2014 
Responsible for welcoming patients, making appointments, answering to patient questions, handling patient accounts, and maintaining office inventory.



[bookmark: _GoBack]School Receptionist 
St. Soldier Divine Public School Hadiabad Phagwara, July 2017 to oct 2017
Responsible for  taking phone calls, greeting visitors, keeping the reception area clean and organized, helping children with personal needs, receiving supply shipments, and handling correspondence.

Customer Care Executive
Videocon d2h Paragpur Jalandhar, April 2019 to nov 2019
· Extensive knowledge of customer management procedures. 
· Strong ability to identify and resolve customer care issues .
·  Familiar with MS Office applications including Word and Excel. 
· Outstanding ability to interact with customers.
·  Excellent problem solving abilities.
·  Exceptional organizational skills.
Home Tutor
April 2015 to 2019
· Worked with students, individually and in groups, as well as in varying grades, in multiple academic areas.
· Create lesson plans for students.
· Create lessons for grades 1-10 students in reading, writing, English grammar, math and Computer.



INTEREST AND HOBBIES
· Archery
· Teaching
· Traveling
DECLARATION
I hereby declare that the above–mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above – mention particulars.
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