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Sunyana Kanda – CV NO:1997400
Visa Status                  Employment visa
CAREER AIM
 Post graduate in Masters of Computer Applications with experience of work in a busy administration of an organization and high level of admin/ IT/Customer Service/Logistics and teaching skills, now seeking to pursue a career in the suitable sector where I can develop my present skills to higher level so that I can give my best to enhance the performance of the organization.
EDUCATION

2009-2010 University of Wolverhampton(United Kingdom) 
MA in Management

· Modules include Managing and developing people, Management theory and practice, Research in organization studies, Marketing management, Operations Management, Organizations in context, Markets and finance, Organizational change and transformation, Strategic business planning.
· Developed presentation, interpersonal, managerial, IT and team work skills.
2006-2008             Punjab Technical University, Jalandhar (Punjab, India)

                             Masters of Computers Application (MCA) 
· Subjects include Computer languages including java, VB.net, oracle, oops and Linux operating system.
· Passed in first division scored 68%.

· Developed IT software skills with computer languages and programming skills
2001-2005 Guru Nanak Dev University Amritsar(Punjab, India)

                              Bachelors of Science in Information Technology (BSc (IT)) 

· Subjects include operating system, accountancy, communication skills and computer languages.
· Passed in second division scored 59%.
1999-2001 Punjab School Education Board(P.S.E.B)

                           Senior Secondary Education in Non-Medical stream.

· Subjects include Physics, Chemistry, Mathematics, English, and Punjabi.

· Passed in first division scored 60.2%.
EMPLOYEMENT
June2016-Present              Logistics, Dubai
                                             Sales Executive/Sales Support
· To do sales by making new clients.
· To give information about the strengths of company over the phone.

· To give quotations for shipment enquiries.
· To fulfill customer requirement.
· To coordinate with shipping lines throughout the shipment.

· To handle door to door courier shipments.
· To chase the customers for payments.

· To Follow-up with existing clients.

March2015-March2016
G.D Goenka International School (India)
                                             Public Relationship Officer 
                                             Responsibilities include but are not limited to:

· Monitor public opinion regarding an organization or particular issues.
· Develop and implement communication strategies for an organization and advise management on communication issues and strategies.
· Plan public relation programs.
· Respond to enquiries from the public, media and other organizations.

· Arrange interviews with journalists prepare and distribute media releases and make statements to the media.

· Write, edit and arrange production of newsletters, in-house magazines, pamphlets and brochures.
· Assist with preparing organizational documents such as annual reports, corporate profiles and submissions.
· Write speeches, prepare visual aids and make public presentations.

· Organize special events such as open days, visits, exhibitions and functions.

· Conduct internal communication courses, workshops and media training.
· Responsible for maintaining effective communications with parents, handling queries and being the liaison between other school personnel and departments.
· To maintain quality relation with parents to grab admissions.

· To maintain all the confidential files belong to principal and Managing Director.

· To fulfill all the basic duties related to the front desk.
Sep2010-Sep2014                Johal Dairies Ltd. (United Kingdom)

                                             Administrative Assistant
· Enter the delivery notes into software

· Balance customer accounts

· Print delivery notes

· Taking orders over the phone
· Administrative duties
· To give on job training to the new joining.

· To chase the customers for payments.
Apr2006-Sep2009                Punjab Government ICT Education Society (Punjab, India) 
                                              Sr.Computer faculty in Govt. Sr. Sec. School 

· Teaching students from 6th standard to 12th standard and office support with data entry
· Making slides and presentation to improve the quality of study and to        make the process of learning easy and interesting for the students
· Maintain the computer labs
· Making the database of overall progress of each student
· Providing the progress feedback to the area head office and also to the state head office
LANGUAGES

· Fluent and confident English speaker, with excellent written English; during my MA in Management at University of Wolverhampton I attended lectures held in English language support and submitted assignments in English.

· Other languages include Hindi and Punjabi.
INTERESTS
Travelling

I am a keen traveler and I have visited various places in Hong-Kong and U.K and various places in India. I enjoy the challenge of planning a trip on a limited budget and the opportunity to enhance my language skills. I am fascinated by the culture and history of other countries.
Surfing Internet

I am a keen internet user as I like to surf data of particular industries such as food industry, retail and IT industry etc. and organizations related to these industries, their competitors, marketing activities etc. as I usually done in my MA in Management assignments at university of Wolverhampton.
Reading 

I am very keen in reading books, trade magazines and journals as they provide me knowledge of real business world and service industries through articles written by authorized and reliable persons.
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