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Professional Summary

Hardworking and organized professional with experience as a computer operator, front desk
operator, and counselor assistant. Skilled in handling administrative tasks, managing front 

desk operations, and assisting clients with their needs. Good at multitasking, problem-
solving, and providing excellent customer service. Proficient in using computers and office 

software to ensure smooth daily operations. 

Professional Experience

Glink's International, Dubai

Counselor Assistant (Oct 2022 -Dec 2024)

 Greet visitors, clients, and employees with professionalism.
 Answer, screen, and forward phone calls, emails, and inquiries.

 Maintain a tidy and welcoming reception area.

 Order office supplies and maintain stock levels.

 Handle couriers, mail, and deliveries.

 Handle office correspondence, filing, and record-keeping.
 Prepare reports, documents, and presentations when required.

 Maintain confidentiality and handle sensitive information with discretion. 

 Address inquiries from clients, guests, and staff in a professional manner.
 Provide general administrative support to various departments.

Gifxprime, Dubai

Admin Executive (Internship) (May 2022 – Sep 2022)

 Analyzed market trends using Trading View.

 Managed operations on Meta Trader 5.

 Handled official company emails and administrative tasks



Touchstone, India

Computer Operator Cum Back-end Executive  (Apr 2014 – Dec 2016)

 Accurately input, update, and maintain data in company systems.
 Verify and cross-check data for accuracy and completeness.

 Generate reports, spreadsheets, and other documentation as required.

 Maintain organized digital and physical records.
 Assist in preparing reports, presentations, and other documentation.

 Ensure timely and accurate filing of important company data.

 Assist employees with software-related queries. 

WJ Grand Hotel, India
Front Desk Operator Cum Receptionist (March 2017– July 2020)

 Welcome and check-in guests, ensuring a smooth and professional experience.
 Provide information about hotel services, facilities, and local attractions.

 Address guest inquiries, requests, and complaints promptly and courteously.

 Handle room reservations via phone, email, and online booking systems.
 Update guest records and ensure accurate check-in/check-out processes.

 Process payments, issue invoices, and handle refunds when necessary.

 Assist guests with billing inquiries and provide necessary documentation. 

Education

 Masters in Information Technology – PTU University (Mar 2013 – Apr 2014)

 Diploma in Computer Applications – GNDU University (Apr 2012 – Mar 2013)

 Bachelors of Arts – GNDU University (Apr 2009 – Apr 2011)

Key Skills

 Microsoft Excel, PowerPoint, Word

 Photoshop, Canvas

 Programming: C, C++

 Administrative Support

 Customer Engagement



 AMS (Association management software)

Languages

 English

 Hindi

 Punjabi

Certifications s Additional Information

 Available upon request.


