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Kaur

Navjot Kaur

V.P.O. , Lalouri Kalan, Teh.Samrala,

Distt.Ludhiana, Punjab,

Pincode :-141401

Mobile : 8437207840

E-mail :- nav947019@gmail.com

ㅡ


Work Experience


Merchant Technologies / ( HR Assistant )​

JULY 2019 - WORKING 2020, MOHALI

Work experience of 1 year as an HR assistant in human resources. Knowledge of HR principles and procedures, well-versed in hiring and exit paperworks as well as maintaining accurate files.

Elfin Drugs Pvt. Ltd. / (Production Manager )​

DECEMBER 2018 - JUNE 2019, MOHALI

7 months experience in creating reports and documents as well as paperworks. also well experienced in marketing, purchase, dispatch, as a third party team member to maintain consignment schedules.

Adesh Institute Of Technologies / ( Office assistant )​

SEPTEMBER 2017 -NOVEMBER 2018, MOHALI

1 Year & 3 months experience as an office assistant in maintaining student records, calling and email , as well as in scheduling appointments of the head of department.

ㅡ


Education


L.C.E.T. Katani Kalan, Ludhiana / (MCA), (I.K.G.P.T.U.)

2015 - 2017

L.C.E.T. Katani Kalan, Ludhiana / B.Sc. (IT), (I.K.G.P.T.U.)

2012 - 2015

I.T.I. Samrala / ( Office assistant cum computer operations )

2010 - 2011

Govt. Sen. Sec. School, Lalouri Kalan, Ludhiana / 12TH, (PSEB)

2009 - 2010

ㅡ


Core Competencies &


Organisational Skills

· Supervising and appraising staff

· Clients queries & Complaints Handling

· Maintaining statistical and financial records

· Quick Learner​Hard Working & Dedicated
ㅡ


Interests & Hobbies


· Listening to music.

· playing video games.

ㅡ


Declaration


I hereby declare that the above given information is true and to the best of my knowledge and belief​.

NAVJOT KAUR

