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 Profile Summary

· Pursuing M.A. from Punjabi University, Patiala

· Completed M.Sc. (Information Technology) and PGDCA from Punjabi University, Patiala
· Currently working as Teacher with Dashmesh Akal Academy, Harigarh for nearly 3 years including experience in Data Entry Operations
· Experience in updating data to maintain departmental records & databases

· Skilled in managing the entire gamut of data entry activities entailing acquiring the accurate information from clients, checking the discrepancies, and so on

· Expertise in encouraging learning among students using interactive discussions, assessment tools, creative lesson planning, individualized education plans and ‘hands-on’ approaches to help students learn the subjects

· An effective leader with excellent communication, negotiation and relationship building skills

	

	[image: image3.png]


 Soft Skills
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 Education
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	· Pursuing M.A. from Punjabi University, Patiala

· M.Sc. (Information Technology) from Punjabi University, Patiala in 2014

· PGDCA from Punjabi University, Patiala in 2013

· B.A. from Punjabi University, Patiala in 2012
· Diploma in Value Added Products from Fruits and Vegetables From Indira Gandhi National Open University
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 Work Experience
Since Jul’15 with Dashmesh Akal Academy, Harigarh as Teacher

Role:

· Preparing time-tables, exercises, questionnaires and assignments for students at various levels

· Coordinating with students and assisting & supervising them regarding the test series / assignments

· Upgrading industry knowledge by grasping and learning new things

· Establishing academic and other performance objectives

· Designing, developing & customizing teaching curriculum for the students

Mar’10 – Jan’12 with Trident Factory, Harigarh as Data Entry Clerk

Role:

· Gathered / updated data to maintain departmental records and databases
· Established and maintained files and records for the office
· Monitored/coordinated activities as appropriate & preparing internal reports for management

· Ensured smooth operations at all times and maintaining proper decorum & discipline by implementing & modifying the policies & procedures

Extracurricular Activity

· Participated in Punjabi University Zonal Youth Festival & many other activities

IT Skills

· Internet Applications

· MS Office

· Windows OS
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Ramanjeet


� HYPERLINK "mailto:Ramanjeet.309314@2freemail.com" �Ramanjeet.309314@2freemail.com�   �


Result-oriented Professional targeting challenging assignments in Teaching / Back-end Operations with a growth-oriented organisation of repute; preferably in Dubai
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Communicator                     Innovator





                       Thinker





Collaborator                          Intuitive








