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CAREER OBJECTIVE

· To work with the company in which I have opportunity to grow, utilize my knowledge and experience along with the growth of the company.

STRENGTHS 

· Energetic, innovative, flexible, self-motivated and excels in both independent and team work environments.
· Fluency in both verbal and written communication with English, Hindi and Punjabi can be observed.
· Positive Attitude & Sincere towards duty.
WORK EXPERIENCE:

As a Sales  Co-ordinater in HUTCH

· Worked with “Hutch Telecom” for one year as Sales support executive, Handling sales Co-ordination. & MIS
· Reporting to Head Office for MIS requirements on Weekly & Monthly basis for Fulfillment of sales numbers.

·  Reconciliation of Daily Sales / Collection and Database.

As as Freelancer (For last 5 years)
· Data Entry, Proof Reading & Translation, Transcription job online

· Expertise in English to Punjabi & Vice versa, English to Hindi & Vice versa

·  Output 3000-5000 words( daily)

· Availability 10-12 hrs(daily) 15-18 hrs (weekend)
ACADEMIC QUALIFICATION 

·  MBA from IGNOU.
· Graduation in B.C.A from GNDU.  
· 12th from Punjab School Education Board.
· 10th from Punjab School Education Board.
IT SKILLS 

· Complete MS –Office (Expertise in excel)
EXTRA CURRICULAR ACTIVITIES
· Played many competition of Cricket up to School Level.
· Also participated in Singing & Acting competition.
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