Leeza Bharti
60 Weatherall Avenue, Cambridge ON, N3H 5L5
226-978-6784
Leezanahar422@gmail.com 

Objectives 
· To pursue my career within your company.
· To promote client satisfaction, dignity, and safety.

Experience  

Experience at BILL GOSLING OUT-SOURCING CAMPANY, LONDON, ON, CANADA work from home from Nov 2022 to till today.

Role and Responsibilities
· Customer Communication.
· Provide suitable payment plan.
· Taking loan payments from customer.
· Handle questions and complaints.
· Follow all company policies and procedures.
· Notating conversation of customers.

Experience at Study Guardian as a Manager at Valmiki Chowk, Faridkot, Punjab, India, from Oct 2021 to Aug 2022.

Role and Responsibilities
· Maintaining the website and internet access to connect with old and new customers.   
· Providing calling data to the calling department.
· Troubleshoot and update the visa department’s website with the latest NEWS about different Fournier countries’ rules and regulations with the latest offers for new files.
· Maintain every customer’s file steps.
· Verify and validate every file before submission.
· Organise new seminars with all requirements regarding Place, Sound, food, crowd advertisement and other necessities.
· Interview new staff members.
· Maintaining data about staff attendance, salary, and monthly other bonuses.


Experience at E.L.I Institute as a Back-End Manager at Ajit Road, Bathinda, Punjab, India, from Sep 2018 to Oct 2021.

Role and Responsibilities
· [bookmark: _Hlk115807382]Maintain their own software to keep safe data of students’ attendance, financial, daily test results, and homework. which relates to every student portal differently according to their class.
· Clear students’ daily issues about their user id and other stuff.
· Troubleshoot other branch issues regarding the software, data, and basic computer issues.
· [bookmark: _Hlk115807337]Troubleshoot and update the visa department’s website with the latest NEWS about different Fournier countries’ rules and regulations with the latest offers for new files.
· Manage backend office.
· Try to hike new student admissions by providing data to the calling department.
· Verify students’ fee deadlines and send them notifications in case need to fill.         
                
Experience at as a Supervisor at Jai Amby BAKERY, shop no 4, 878 main bazar old city Bathinda, PUNJAB, INDIA from Sep 2017 to Sep 2018.

Role and Responsibilities
· Maintain their own software to keep safe data of worker’s financial, daily schedule. which relates to every Worker portal differently according to their Profile.
· Clear Customer’s daily issues about their orders.
· Note down customer’s issues regarding there order.
· Preparing and sorting daily Jai Amby’s financial documents and customer’s advance orders. 
· Resolving discrepancies in information and obtaining further information for incomplete documents.
· Entering data into database software and checking to ensure the accuracy of the data that has been inputted.
· Keep a track of Food order and verify the inventory after received.
· Check food expiry and quality of product once a day.
· Making sure about all equipment are working.
· Check temperature of fridge, freezer, and other ovens daily.
· Assemble new equipment and other bakery food structures. 
   

Education

· Graduated Bachelor of Technology from D.A.V College of Technology from Jalandhar, Punjab, India.

Skills
· Client Focus							
· Ability to multi-task		
· Handle Pressure 
· Good listener
· Assemble
· Proficient Computer knowledge
· M.S world
· M.S. Office
· PowerPoint
· M.S. Excel
· Time Management
· Good Customer service.
· Good leadership
· Calm Behaviour


Availability:  Full Time (Morning, Afternoon, Night) 

References
Upon Request
