JASMEET KAUR
Prince George, BC
Phone- 778-281-2125 | Email- jasmeet.cnc@gmail.com

Professional Summary
Reliable and detail-oriented Administrative Professional with a Business Management Diploma and 3+ years of experience in administrative support, scheduling, data entry, and customer service. Proficient in Microsoft Office and Sage, with strong organizational skills and the ability to manage confidential information. Multilingual and adaptable, with a proven ability to work efficiently in fast-paced, team-oriented environments. Actively seeking roles such as Administrative Officer, Scheduler, or Clerical Support Staff.

Core Skills
· Office Administration & Filing
· Calendar Management & Scheduling
· Data Entry & Report Generation (Excel)
· Microsoft Office (Word, Excel, Outlook)
· Sage Accounting (Basic)
· Records Management & Confidentiality
· Communication & Client Service
· Multilingual: English, Punjabi, Hindi | Basic French

Education
Diploma in Business Management
College of New Caledonia – Prince George, BC | 2022

Work Experience
General Merchandise Associate
Walmart Canada – Prince George, BC | 2023 – Present
· Performed inventory tracking, documentation, and department scheduling.
· Maintained merchandise records and created reports in Excel.
· Supported team leads with clerical and customer-facing tasks.
Customer Service Associate
Walmart Canada – Prince George, BC | May 2022 – Aug 2023
· Handled customer service tasks and supported supervisors in managing workflow.
· Maintained records using Microsoft Office tools.
· Assisted with daily logs, communication, and front-end documentation.
Tuition Teacher
Private Institution – India | 2018 – 2020
· Organized lessons and managed academic records and attendance.
· Communicated with parents and maintained administrative logs.

Certifications
· Excel (2019, Microsoft 365, Tips & Tricks)
· Business Law for Managers
· Creating a Business Plan
· APA Certificate
· Early Childhood Educator Assistant
· Negotiation & Sales Forecasting
· Think Like a Lawyer: Decision Making

Technical Skills
· Microsoft Office Suite
· Sage Accounting (Basic)
· Typing: 55+ WPM
· CRM & Scheduling Software

Languages
· English, Punjabi, Hindi (Fluent)
· French (Basic)

