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CURRICULUM VITAE

Objective

To pursuer a carrier with an Organization where the best of my knowledge, skill $ experience can be used and contributed towards the constructive growth, development of the organization along with my professional growth 
Complete Experience 
:
Ten years + 
Professional Experience

1.
Company
:
Asstt. Excise & Taxation Office, Jalandhar-I   

Duration 
:
Two Years, April 2005 up to April 2007
Designation 
:
Office Executive cum Data Entry Operator. 
Job Profile 
:
Entry of Returns as per quarter.

Generate and prepare of reports as per office officer requirements.

Latter typing and Tax calculation.  

Accounting works on COVIS application remotely manage through Patiala.
2.         Company
:           Manor Sales Corporation Jalandhar

Duration
:
One Year, May 2007 up to May 2008
Designation
:
Office Assistant, cum Supervisor 




      

Job Profile
:           Worked as a Computer Operator, & supervisor 
Worked on Cat-Pro, correspondence work on basic operating system (Win.98, XP)   

3.
Company
:
Hi-Tech Builders 
Duration 
:
Two Year, July 2008 up to March 2010
Designation 
:
Receptionist cum Computer Operator
Job Profile 
: 
Worked on basic operating system (Win XP, Profess) Letter `typing &    

            Worked on Net

4.         Company
:           Presently Working with G.S. Builders & Engineers Now               

                                                The name of the Company is M/s. G3S Builders Pvt. Ltd.
Duration 
:
Till working from April 2010
Designation 
:
Receptionist cum Cashier
Job Profile 
: 
Handling Front Office, Handling Incoming & outgoing calls,   

                                    Maintain the Visitor’s Register keep track of incoming & outgoing                         

                                    courier, Staff Attendance, 

Working on basic operating system (Win XP, Window 7, & Internet)               

                                    Typing Letters & also manually working as per official Requirement 
Academic Qualification

· Passed 10th from P.S.E.B in 2000
· Passed 12th from P.S.E.B. in 2003
· Graduation from IGNOU, Delhi University (Bachelor in Arts) in 2009
·  PGDAPP from IGNOU, Delhi University ( Audio Program Production) in 2012
Technical Qualification
· One Year Advance Computer Diploma from Children Welfare Council in 2005.

· Six Months Graphic Designer course from Sunshine Computer Centre in 2010.
· Fifteen days training under AIR Delhi in April 2012

Personal Profile

Date of birth


:
25-May-1985
Language Knows

:
Punjabi, Hindi & English
Strength:

 Creativity, dedication and curiosity to learn new things allow me to excel in every field.

