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KAMALJEET 

Email: kamaljeet.356110@2freemail.com 


Objective: I can work independently using my own initiative or as part of a team


Profile:

· Currently running my own tuition center at home.

Computer Skills:  MS Word, Power Point, MS Excel, MS Access; EPINFO; Email & Internet 


Education:

	S. No.


	Course
	Board / University
	Duration

	
	M.A. (Hindi)
	LPU (Distance Learning Program)
	2013-2015

	
	B.Ed.
	Jammu University
	2012-2013

	
	P.G.D.B.M.
	IMT Ghaziabad
	2004-2006

	
	B.A. Vocational (O.M.S.P.)
	Delhi University
	1995

	
	12th 
	C.B.S.E. (Delhi)
	1992

	
	10th 
	C.B.S.E. (Delhi)
	1990



      Work Experience:

1. At present running my own tuition centre at home.

2. Worked as a TGT (Hindi, and SST) in Shaheed Ganj Khalsa Memorial School, Railway Colony, B.Block, Amritsar. (One Year)

3. Study Coordinator (One year)

Department of Nuclear Medicine, AIIMS, New Delhi.

Responsibilities 

· Perform general office duties and administrative job work.

· Ability to talk in front of foreign delegation

· Coordination with the other departments 
· Filing
· Reporting 
· Typing and drafting letters emails and other reports
4. Data Entry Operator (Six Years)

Department of Nuclear Medicine, AIIMS, New Delhi. 

Responsibilities
· Maintain Good relation with Public

· Filing & Recording documents

· Typing and Drafting letters & Emails

5. Steno Cum Computer Operator (Two years)

KLB Sales & Services, Jhandewalan Extn, New Delhi.


Personal Details:

Date of birth



:

14-06-1973

Sex




:

Male

Nationality



:

Indian

Marital Status


:

Married

Language Known


:

English, Hindi, Punjabi
Declaration

    I assure you that I will work with full sincerity and try to make full utilization of my skills. I hereby declare that the above-furnished details are true to the best of my belief and knowledge.

Place: _________                                                                   



Date: _________







(KAMALJEET)
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