Kamalpreet Kaur
Kitchener, Ontario, Canada
📧 preetkaurkamal96@gmail.com | 📞 +1 (382) 885-7172
Available for dayshift, afternoon/evening shift and Saturdays
Professional Summary
Detail-oriented and people-focused administrative professional with over 2 years of experience in office coordination, customer service, and team support. Skilled in implementing new procedures, managing records, and ensuring efficient day-to-day operations. Adept in using MS Office and electronic mails and other communication tools. Passionate about delivering exceptional service and fostering productive work environments. Eager to contribute to a collaborative team focused on administrative excellence.

Customer Service Representative
Farmers Market | April2025 -present
· Delivered high-quality customer service in a busy market environment, assisting diverse clientele with inquiries and purchases.
· Maintained inventory levels, restocked products, and managed point-of-sale transactions.
· Ensured cleanliness and organization of the booth area, creating a welcoming experience for all customers.
· Collected customer feedback to improve offerings and customer satisfaction.
IELTS Trainer / Customer Engagement Lead
American Institute | Oct 2021 – Apr 2023
· Reviewed client needs and tailored services accordingly to maximize satisfaction and conversions.
· Promoted institute programs and met monthly enrollment goals.
· Managed records, outreach communication, and training materials to maintain accuracy and relevance.
· Represented the institute at events and built strong community connections.
General Associate / Team Support
Listowel Technology Inc. | Jul 2023 – Present
· Supported team operations and ensured adherence to daily production targets.
· Contributed to smooth onboarding and training of new hires.
· Maintained tracking systems for accurate inventory and production reporting.
· Actively participated in streamlining procedures to improve team efficiency.

Education
Conestoga College
Diploma in Financial Technology
· Studied POS systems, mobile/contactless payments, and digital wallets.
Conestoga College
Diploma in Supply Chain Management
· Courses included retail operations management, workplace safety, and communication strategies.
GNA University
MBA in Finance & Marketing
Sant Baba Bhag Singh Educational Institute
Bachelor’s in Commerce (Business)

Skills
· Administrative Procedures & Office Coordination
· Customer Experience & Sales Support
· Records Management & Reporting
· Budget Tracking & Inventory Control
· Communication skills, Relationship Building & Customer oriented
· Retail Technology & POS Systems
· Time Management & Organization
· Team Collaboration & Training Support
· Bilingual Communication (English & Punjabi)
· Self motivated and have great listening skills
· Work independently and well organized
· 


