RAMANDEEP SINGH
Scarborough, ON
Mobile: +1(647)-335-9775

                                                                   Email: rsdk501@gmail.com




OBJECTIVE:

To pursue a fulfilling career that utilizes my competence for the benefit of the organization and broadens my spectrum of knowledge and skills.
 PERSONAL SKILLS:
· Creative, resourceful and flexible, able to adapt to changing priorities and maintain a positive attitude and strong work ethic.

· Excellent motivational, leadership and presentation skills

· High degree of professionalism and perceptiveness

· Strive for continuous learning and improvement

· Willing to seek input and advice from others

· Highly adaptive to new

· Reliable and focused to complete tasks accurately and in a timely manner
· Resourceful and adaptable
·  Documentation Skills

·  PC Proficiency, Knowledge of Microsoft Word, PowerPoint and Excel
DUTIES:
· Maintains admission guidelines by writing, updating, and recommending changes to admission criteria, policies and procedures. 

· Obtains applicant information by requesting completed applications; verifying and clarifying information; explaining admission criteria. 

· Admits students by completing admission and financial responsibility forms; coordinating and arranging    support service requirements. 

· Prepares admissions reports by collecting, analyzing, and summarizing data and trends.  

· Protects organization reputation by keeping information confidential. 

· Keeps equipment operating by following operating instructions; calling for repairs. 

· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments
WORKING EXPERIENCE:
· Customer service representative 
                    McDonald’s India (July 2016- January 2017)
                    Tim Hortans, Toronto, ON (October 2017- January 2018)

EDUCATIONAL BACKGROUND:

· Pursuing Environmental technology diploma (Centennial College, Toronto)

· Bachelor of Science (B.Sc.) in non-medical stream 
· June 2016, Punjabi University, Patiala, India.
ADDITIONAL:
· Emergency First Aid training CPR + AED

· Security Guard Training

· Security  Guard License holder
· Worker health and safety awareness certificate

· G driving license

PERSONAL INFORMATION:
· D.O.B                          : 17-10-1995

· Father’s name          : Mr. Balwinder Singh
· Languages known   : English, Hindi, Punjabi
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