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Summary
Detailed and administrative professional with experience supporting facilities. Skilled in work order entry, customer service and data management. Organized, accurate, and able to manage multiple tasks in a fast-paced environment.
Professional Experience
Administrative Assistant                                                               June 2021- Dec 2023
D.A.V Public School, Punjab, India
· Managed the requests from staff and faculty and entered them into internal systems.
· Followed up on requests and ensured tasks were completed appropriately.
· Supported supervisors by preparing documents, collecting information, and organizing files.
· Entered attendance information and followed up with missing and incorrect entries.
· Maintained staff records such as staff lists, equipment information, and compliance documents.
· Assisted students, staff, and visitors by providing clear and helpful information.
· Organized office supplies, mail, and day-to-day administrative tasks to support department operations.
· Notify supervisor of urgent or emergency issues and coordinate staff response as needed.
· Updated database of staff contact details, qualifications, vendor lists, and building information.
Office Administration                                                                      May 2018- June 2019
Career Guides Academy, Punjab, India
· Managed and analyzed student data using Excel to monitor attendance, performance, and fees.
· Attended to customer inquiries in the office and on call to ensure that accurate information was provided.
· Prepared materials for students' study, making sure all materials are available in the inventory.
· Recorded all expenses of office appliances in Excel and provided reports to the manager monthly.
· Arranged meetings for teams to make decisions.
Skills
· Customer service and communication
· Record management and filing
· Microsoft Office (Word, Excel, Outlook)
· Data entry and accuracy
· Scheduling and meeting coordination 
Education
· Conestoga College- Kitchener, Ontario                                                              2024-2025
Post-graduate, Information Technology Business Analysis 
· PTM Arya College- Punjab, India                                                                         2015-2018
Bachelor of Computer Applications 



