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Objective: -

To work in a professional environment and build a carrier with leading company, which offers a challenging environment and provides an opportunity to learn and grow and a chance to work with committed and dedicated team of the organization. I want to join an organization where learning process never ends.

Academic Qualification: -

· PGDCA from EIILM University, Sikkim.

· Graduation (Bachelors in Arts) from Punjabi University, Patiala.

Technical Qualification: -

· Diploma in Computer Applications in 2003-2004.

· Diploma of Web Designing (HTML)
in Feb 2015-March 2015 (2 Months). 

Technical Skills
· Tools:  MS office 2003, MS Office 2007.
· Operating Systems: Window98/XP/2000/07.

· Expert in Internet Marketing.
Work Experience: -

· Working as an Office Incharge in Krish Technical Services L.L.C, Dubai from 26th April 2015 to Till Date. 
Job Responsibility:-
· Responsible for the Record of all Clients with proper documentation. 

· Calling the prospective Customers and doing necessary follow ups.

· Responsible for preparation of monthly branch expenses report.  

· Manage Record of all Personal Documentation of Company.

· Keeping record of Purchase Order, Sales Contract, and Invoices. Payment Voucher, Receipt Vouchers, Petty Cash. 

· Prepare costing reports.

· Handling the HR in initial phase of interview, Admin. Responsibilities-Salary data, 
     (Administrating monthly payroll including (but not limited to) updating all salary,   

     Overtime and employee changes.). Manage all documentation for Hiring and Firing  
     Employee (From Joining to Visa Stamping), Attendance Record etc.

· Prepare Quotations & Invoices of Projects. 
· Maintain Account Payable & Receivable.

· Manage data of all projects in Excel sheet properly.

· Manage Data of all office related work – Office Rent / Dewa Bill / Office Maintenance / Office Inventory etc.
· Maintain the data of Post Dated Cheques (PDC), Purchase Entry.
· HR administration including filing and scanning of documentation.
· Worked as a Sr. Executive (F.O) in Ansal API Group, Chandigarh from 1st September 2013 to 29th January 2015. 
      Job Responsibility:-
· Manage clients for various queries.

· Doing responsibility of maintaining all the records of Customers.

· Calling the prospective Customers and doing necessary follow ups.

· Provide service/support to all clients & all staff regarding their day to day queries.

· Handling Front Office Responsibilities.

· Responsible for preparation of monthly branch expenses report.  

· Manage Record of all Personal Files (Legal/GMADA).

· Handling all Admin. Responsibilities and Petty Cash.

· Helping the HR in initial phase of interview.
· Manage all the IT and Networking related issues.
    Expertise and Proficiencies:-
· Client Relationship Management

· Product Promotion

· Sales – To help & Motivate Brokers.

· Experienced to handle Admin. Work.

· Worked as a Telecaller (Training) in SFML (Star Facilities Management Ltd.), Mohali at Sector-114 (Ansal API Project – Golf Links-I) from April 2013 to Aug 2013.
Job Responsibility:-
· Billing of all service facilities.

· Doing responsibility of maintaining all the records of Customers.

· Calling the prospective Customers and doing necessary follow ups.
· Worked as a Search Engine Optimization (SEO) in Wattssloutions, Zirakpur from 1ST April 2011 to 6TH March 2013.

    Job Responsibility:-
· Collecting relevant websites for swapping links. 
· Build and maintain excellent relations with search engine contacts who provide an excellent resource for ideas, information and problem solving.
    Expertise and Proficiencies:-

· Off-page Search Engine Optimization & Link building.
· Expertise in Website Analysis, Keyword Analysis.
· Blog Posting, Article Submission, Video Submission, Directory Submission. 

· Social Book marking.

· Press Release. 

· Knowledge of various SEO tools for example reciprocal link checking Tools, Page rank. Checking tools, problem finding tools etc.

· Proficient with SEO reporting and analytical tools; also Word, Excel
· Worked as an Assistant Manager-Admissions in Connect Overseas, Chandigarh from April 2008 to March2011.
     Job Responsibility:-
· Manage clients for various queries related to Study Visa, Tourist Visa and Spouse Dependent Visa, PR.

· Coordination with Case Filing team for latest visa changes and file status.

· Calling the prospective clients and doing necessary follow ups.

· Provide service/support to clients, students & all staff regarding their day to day queries.

· Preparing Reports & other office report.
   Expertise and Proficiencies:-

· Interactive counseling regarding International study and Arrange admission for students in International Universities, colleges & schools.

· Maintaining all admission record.

· Direct dealing in Embassy with Visa Officers & Reporting update status of Visas.

· Maintaining good relation with Agents & arranging Business meetings also.
· Worked with Scholars Public School, Rajpura (C.B.S.E Affiliated) in Junior Wing as a Mother Teacher from April 2005 to March 2008.
Strength:-
· Optimistic, Self-Confident, Interactive, Quick Learner.

· Ready to work hard & excel.

· Efficient, Dedicated and Collective Team Work.

· Positive Attitude, Punctual.
Interest & Hobbies:- 
· Researching, Reading (Books and Newspapers), Photography, Listening Music, Sketching, Playing Badminton.

About Me:- 
· I am responsible, hardworking, Multitasking and always ready to work with dedication. My Inter-personal skills and my will power contribute in all possible ways to achieve the objective. 
Personal Information: -
Date of Birth 



 31st January 1983

Marital status


 
 Single 

Nationality 



 Indian
Visa Status



 Employment Visa

Language Known


 English, Hindi & Punjabi



