                                                           Harpreet Singh

64 Charlottetown Blvd., Toronto, ON, M1C 2C6

647231 6331, 416 840 6331, hskhasria@gmail.com

OBJECTIVE______________________________________________________________________________________
Seeking an opportunity to work as Customer Service Representative 
SUMMARY OF QUALIFICATIONS_____________________________________________________________
· Diploma in Business-Finance from Centennial College

· Successfully Completed “Canadian Investment Fund Course” held by IFIC
·  Knowledgeable in “Conduct and Practices Handbook” and “Canadian Securities Course”
· Successfully completed Bank Teller Training from T.D.S.B

· Outstanding Customer Service Experience

· Trilingual :Fluent in English, Hindi and Punjabi 

· Proficient in MS Office, data entry, email  
· Multitasking with high attention to details

· Self-motivated, flexible and an excellent team player 

· Dependable and punctual with strong interpersonal skills
· Effective communication skills and belief in delivering high quality and timely results 

EDUCATION​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ & TRAINING______________________________________________________________________

Bank Teller (Trainee)                                                                            April 2012- June 2012
Toronto District School Board, Toronto, ON
· Familiar with responsibilities as a teller

· Opening new accounts and closing accounts 
· Handling , Batching  cheques and requirements for cashing a cheque 

· Certifying Cheques, Eligibility for credit card applications

· Completing Basic bank accounting and reconciliation

Diploma in Business Finance


      

      January 2011-April 2012
Centennial College, Toronto, ON
· Curriculum: Canadian Securities Course/ Retirement Consulting/ Financial Accounting/ Taxation
· Major Academic Projects:
· Stock portfolio exercise; achieved  return of  24.48% while S&P TSX was 4.21% in 4 months
· Created a business plan for a new financial firm including sales forecast, projected financial statements, marketing plan and SWOT analysis of the firm
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WORK EXPERIENCE_____________________________________________________________________________
Customer Service Representative                                                                               June 2012 – Present

Athletics and Wellness Centre, CCSAI, Toronto, ON
· Creating a positive client experience with best customer service 
· Handling cash and credit card transactions and redeeming coupons 
· Managing member’s database using POS software (Fusion)
· Selling Gym and SPA services memberships

· Evaluating the needs of each customer and adapting service to meet those needs
· Conducting tours of our facilities and giving information about our services to new members

· Processing guest check-ins and taking reservations in an accurate, timely and courteous manner
Operations Staff                                    



        January2011-May 2012
Centennial College Student Association Inc. (CCSAI), Toronto, ON
· Provided information to new students about CCSAI’s services

· Handled Cash and credit card transactions at CCSAI’S restaurant

· Helped in organizing 3 career events on campus 

· Trained co-workers on office technology/ machinery deployed throughout the student centre including athletic and wellness centre
INTERESTS________________________________________________________________________________________
· Reading books
· Playing volley ball

Ready to relocate for the position * References available upon request
