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 Career Objective    

· To gain employment with an organization where my knowledge and creative approach can be used effectively. And, 
· Would love to work under result oriented professional team, which provide an innovative efficient work environment and opportunities for career and personal development.
    

 Educational Background

	Grade
	Institute/Board
	Year Of Passing

	10th
	P.S.E.B
	2000

	10+2
	P.S.E.B
	2002

	B.A
	G.N.D.U
	2007

	Computers Diploma
	ISO Certified Diploma in Computer Application  
	2011

	P.G.D.C.A
	L.P.U
	2015



 Technical Skills

Programming Languages: C, C++, Java, Visual Basics, Hibernate.
Database:                           SQL.
Tools:                                Microsoft Office, Internet. 
Operating Systems:           Windows, Android.



 Work Experience
· 2 Year in B.P.O industry (Firstsource Solution Ltd., Jalandhar ) as a C.S.A.
· 6 Months in Kochar InfoTech gizmo support as senior C.S.A
· 3 Years in Suwidha center Kapurthala  at ( D.C office )  as a  Data Entry Operator
· 6 Month St. Soldier college of Education as an Office Clerk
· Presently working in Ivy World School Jalandhar as an Office Clerk
Job Responsibility :Look after the HR   activities, epunjab school data, CBSE, memo and all other relevant official and administrative work, corresponding deemed fit to the position, Prepare & draft letters/memos/circulars, sorting and prioritizing important email, taking dictation, record minutes of meeting & correspondences with various agencies, working under e-governance system, 

Personal Profile
· Ability to work and learn the things much faster to achieve goals.
· English, Punjabi, Hindi Typing with speed of 45 wpm.
· Take the task to completion and able to work under pressure.
· Strong interpersonal skills.
· STATE LEVEL JUDO PLAYER.

Interests and Hobbies:-
· Listening to Music
· Surfing internet
· Reading Books 







Personal Particular
Father’s Name      : Mr. Rajinder Kumar 
    Date Of Birth        : 17-Aug-1984
Language Known : English,Hindi,Punjabi
Nationality            : Indian
Marital Status       : Married
Gender                  :Male




   I hereby declare that all above-mentioned information is in accordance with fact or truth up to my knowledge and I bear the responsibilities for the correctness of the above mentioned particulars.
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