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	Gagandeep

Singh
	

	
	Data Entry Operator
	



Academic Qualifications:
Pursuing L.L.B in 2nd Year  Swami Devi Dyal Law College (Panchkula)
Graduation done in Maharaja Agrasen Himalayan Garhwal University. 
One Year Computer Course from Perfect Computer & Vocational Institute.
Senior Secondary (10+2) from PSEB
10th from CBSE
RIMT World School 

Work As a DEO (Data Entry Operator) in RIMT World School (From Dec 2014). 

Responsibilities Extra Activity (Photography + Designing + Technical Issue)
Worksheet formatting and designing for classes Pre nursery to Class VI

Taking Photography classes Students of class VI to XII

Relevant experience of photographing students, proms, sporting events and special occasions

Profound knowledge of setting up of equipments and props, and execution of photo shoots

Remarkable knowledge of Microsoft Office, operating systems and camera equipment

Familiarity with handling of confidential information related to school and students

Ability to communicate with students, school staff,  in a friendly manner

Maintained confidentiality of all data related to school and its students.

Took photos of students prom events, sports matches and special occasions and school staff for use in school ID cards and yearbooks
Resolve the all Technical Issue.(Software + Hardware) 

Designing to all Achievement Certificate  Paper, worksheets, I card Design, other etc

Work As a Freelancer Graphic Designer + Web Developing (in trainee) 

Responsibility

I card Design, logo, Banner ,Poster, E certificate, Invitation card Photo editing other etc
work

Meet with clients, determine their needs and expectations and plan the project by
actively participating in weekly brainstorm sessions

Develop thematic graphic content for marketing purposes as per client requirements

Generate computerized layouts using InDesign, Illustrator, and Photoshop to
create
aesthetically appealing visual content

Take direction from managers and utilize design skills to create a vision Iterate, revise
and produce final art product

Collaborate with team and stakeholders to develop individual concepts

Work in a non-linear and agile manner to create appealing designs

Evangelize the current design industry trends and technologies

Extra Activities

Work As Intern cum Proof​reader( Part time Work From Home)  in Steqo World Pvt Ltd.
TECHMAHINDRA  LTD.(32 MONTHS)

Work As   a Sr .CSA (Customer Support Associate) For Tata Indicom Prepaid (Backend
process)From 22ndJuly 2009 TO 1st March 2012.

Responsibilities: -

To handle the  Reports  Technical & Non Technical complaints for the process of CMBU
Prepaid (Tata Indicom)

To resolve the boiling complaints which we receive from client & TTSL SPOC.

Direct interaction with the client.

To analysis the Data Complaints

Coordinating with the Customer care team to reduce the complaints

Preparing the MIS Reports of the Consumer Market Business Unit to check the total
closed cases for the day and checked and work on Nortel Reports and DPR for the Day.

Intel net Global service PVT Limited, India (18 Months):

It was the only blended process in which I have worked I.e. Inbound, We used to take
care of customer’s concern. I was working as a Process associate.

Responsibilities:

Managing the SLA Reports.

Achieving fortnightly and monthly targets.

Extra Activities in B.P.O:

Encourage team members to meet high quality standards in terms of work to sustain
client relationship.

Maintaining daily, weekly and monthly agent statistics for all team members through
daily review of adherence.

Trained the team members as directed by Client Security & Quality policy with
procedural updates and conduct Refresher training to keep in track with the subject
Production Planning & Daily Capacity used as per customer& Client Requirement.
Computer Skills:
Browser: Internet explorer, Firefox
Email: Outlook express
Application software: Word, PowerPoint, Excel, Access,
Software Knowledge :- Photoshop, Corel Draw, illustrator, Video editor
Typing Skils Knowledge: English, Hindi , Punjabi 

Personal Strengths:
Good analytical and logical ability and highly creative frame of mind.
Working for results with dedication and determination.
Committed to deadlines and schedules.
Creativity and willingness to learn new concepts.
Comprehensive problem solving ability.
Personal Details:
Date of Birth
:

02 June, 1986
Father’s Name
: 
Sh. Santokh Singh
Marital Status
: 
Married 
Home Town
: 

Chandigarh
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