CURRICULUM VITAE
	Personal Information


Name


:
Navjot Kaur


Father’s Name   
:
Tej Pal Singh
Gender


:
Female
Passport No.

:
P0870812

Expiry Date     :  20/06/2026
Languages

:
English, Hindi, Punjabi
Nationality

:
Indian

Marital Status

:
Married
Date of Birth

:
05/03/1986
Spouse Name

:
Davinder Singh

	Contact Information


Through


:
True International Immigration & Edu. Pvt. Ltd.





# 69, 2nd Floor, Lajpat Nagar, Oppo. Bus Stand, 
          Ludhiana - 141002, Punjab, India.

	 Educational Qualification


· Matric Examination ( Grade 10)
· From Punjab School Education Board (P.S.E.B.)  

    Passed in Session 2000-2001
· Senior Secondary Examination ( Grade 12)

· From Punjab School Education Board (P.S.E.B.)  

    Passed in Session 2002-2003
· Bachelor of Arts (B.A.)
· From Punjab University

Passed in Session 2003-2006 
· Master of Arts (M.A. English)
· From Punjab University

First Year passed in session 2007-2008
Second Year passed in session 2010-2011

	Work Experience 


· True International Immigration & Education Private Limited

· As office Assistant
Since 1st July 2008 to till Continues
	Job Responsibilities


· Sorts and distributes incoming mails
· Perform receptionist duties when needed

· Interacts with clients, visitors, and vendors 
· Schedule and plan meetings and appointments
· Sort and distribute communications in a timely manner 

· Create and update records ensuring accuracy and validity of information
· Organize office and assist associates in ways that optimize procedures 

· Coordinate with other departments to ensure compliance with established policies

· Performs clerical duties, including, but not limited to, mailing and filing correspondence, preparing payrolls and answering calls
	Language Proficiency



International English Language Testing System (IELTS)



Listening

:
7.0



Reading

:
5.5

Writing

:
6.0
Speaking

:
6.5

Overall 

:
6.5 
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