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Resume
Efficiency, determination and productivity

Objective -

· To implement the skills and expertise in enhancing growth and expansion of any business

· Support, lead and coordinate the team

· To enhance the professional development of team members

· Grow by helping the employer to grow

Responsibilities- 
· Coordinate the working of team members and different departments

· Taking decisions quickly and independently

· Report to the authorities timely

· Evaluate the functioning and efficiency of staff 

· Evolve and implement new strategies

· Monitor the staff

· Provide healthy and pleasant working environment

Individual with administrative experience of more than 25 years with the required skill sets and competencies seeking to use acquired knowledge and experience within a suitable position in any administrative / human resource development field. 
.
Administrative Skills:
	· 
	School administration                      
	· 
	Staff monitoring & development

	· 
	Work evaluation                     
	· 
	Student teacher supervision

	· 
	Programme development                  
	· 
	Performance standard development

	· 
	Standardised testing & scores         
	· 
	Leadership & team building

	· 
	Workshops & seminar presentation
	· 
	Programme management

	· 
	School security & safety                   
	· 
	Budget management

	· 
	Sports & games development          
	· 
	Physical education & first aid


Education: 

1986-1987
B.Ed. from Regional College of Education, Bhubaneswar, Orissa, affiliated to Utkal University. Achievement: 1st Class. Subject areas: General Science, Biological Science and School Supervision. I was elected as President of the students council and was responsible for the management of all events and students mess  During my stay in the college I was champion in 100 m race, silver medallist in 200 m race and was a member of runners up volleyball team. I was an active participant in debates and quizzes
1973-1976
B.Sc. Botany (1973-1976) completed from Catholicate College, Pathanamthitta, Kerala affiliated to University of Kerala, India. Main subject area: Botany, Optional subjects: Chemistry and Zoology. I was a member of college volleyball team and was a regular participant in debates and quizzes.
Employment History:

2008-2009 to 2009-05.11.2009: Have been working as Principal at Shantigram Vidyaniketan School a CBSE affiliated Secondary School situated in Mandawar, Sohna, Haryana, India with effect from 11.02.2008. The school has more than 800 students, 26 faculty members and 12 supporting staff.
I have the skill and competency in discharging my responsibilities as a natural leader possessing a strong commitment to the development of students, staff, and providing a stimulating, safe, and motivating learning environment. I am a solid team leader with proven track record in collaborating with school community, increasing student academics, and maintaining excellence in education. Give equal importance to co-curricular activities for all round development of the children. After my joining, the school achieved 100% pass result in CBSE-AISS Examination Trustworthy professional with superior communication skills to develop strong and lasting relationship with all members of the school community.
I make constant improvement in my organisational skill by planning, executing and evaluating each event.

Highlights and contributions:
· Established and maintained good rapport with school community

· Developed a team of highly motivated professionals

· Conducted regular workshops for staff to ensure quality improvement, enhance continued development of successful leadership programme and for innovation and forward thinking.
· Organised several activities for staff and students
· Introduced students speech in the morning assembly

Core competencies include:
	· 
	School administration                      
	· 
	Teaching monitoring & development

	· 
	Class room evaluation                     
	· 
	Student teacher supervision

	· 
	Curriculum development                  
	· 
	Performance standard development

	· 
	Standardised testing & scores         
	· 
	Leadership & team building

	· 
	Workshops & seminar presentation
	· 
	Programme management

	· 
	School security & safety                   
	· 
	Budget management

	· 
	Sports & games development          
	· 
	Physical education & first aid


2006-2007    Worked as co-ordinator cum trainer in a private insurance company.
Job included insurance advisor that needed marketing of insurance products,            coordinate the advisors to achieve the target and introduce the new products to the advisors.
Worked in Maldives in different schools in the period 1996-2005. Responsible for preparing students for GCE ‘O’ level Cambridge Exams.  
Details of employment
2005-2006: Worked as HOD at Milandhoo High School, Milandhoo Island, Maldives. Job included supervision of science teachers, help in lesson planning and guide in improving the quality in discharging their duties. Conducted regular departmental meeting to coordinate all the teachers activities, discuss and implement innovative ideas in teaching and class room management. .
Achievement: school started GCE A Level in science stream
2002-2005: Worked as HOD at Manadhoo Atoll School, Manadhoo, Maldives. Motivated the teachers to start science club and nature club. Organised science exhibition and science quiz. Job included supervision of science teachers and class monitoring, guide the teachers in lesson planning and quality of  teaching .I was quiz master of the school.
Achievements:  
started science club and nature club

                         
Conducted science exhibition
2000-2001: Worked as Senior Teacher – Biology & General Science at Kashidhoo Atoll School, Kashidhoo, Maldives. I was entrusted with the supervision of remedial classes for slow learners.
Achievements: 
recommended for promotion
1996-1999: Worked as Teacher – Biology & General Science at Mamigili Atoll School, Mamigili, Maldives. I had additional duty of supervisor for evening remedial classes and event management.
Achievements:
Upgrade the school to senior secondary
Worked in Bhutan in different schools in the period 1977-1996. Responsible for preparing students for ICSE Exams.  Details of employment for the period are as shown below:
1991-1996: Worked as Senior Teacher – Biology & General Science at Shemgang High School, Shemgang, Bhutan. I had additional responsibilities of work allocation to faculties, to maintain school discipline, hostel superintend and school agriculture.
Achievements:
Academic excellence by producing 100% pass result in ICSC 



Board examination



Highest agricultural output by children from school farm       

1988-1990: Worked as Senior Teacher – Biology & General Science at Bhur Government High School, Gaylegphug, Bhutan. Additional responsibilities such as 
Teacher management, event management, sports and games and physical education. I was quiz master of the school
Achievements:
Academic excellence by producing 100% pass result in ICSC 



Board examination



Championship in district school athletic competition 

1982-1987: Worked as Head Master at Leopani Government High School, Sarbhang, Bhutan, which had more than 1200 students and a team of professionals and supporting staff, and during my tenure the school achieved academic excellence by producing 100% pass in ICSE examination consecutively for five years. Our football team became district champion. I was awarded with extra increment for the excellence in my leadership skill. My strength was my capability in motivating the faculty members in curricular and co-curricular activities.
Achievement :
selected as a member to the curriculum development 

                         
Committee and a resource person                                                   
                        
100% pass in ICSE board examination for five years

district championship for  football team 


first prize for district cultural completion

                      
first prize for PT display competition

financial incentive in the form of an extra increment for the      excellence the school achieved during my tenure
1977-1981: Worked as Teacher – Biology & General Science at Gasa Government High School, Gasa, Bhutan. My dedicated, sincere service and improvement in the quality of imparting education helped me in elevating to the senior teacher position and entrusted with the charge of the school when ever the headmaster was away from the school either on leave or on other duties. I was entrusted with additional duties of school store management and library. Recommended for my promotion. Created completion among teachers to excel their performance in producing 100% pass result in board examination.
Achievement :
launched a students volley ball team that latter became 

                         
District champion


100% pass result in board examination                             
List of seminars and workshops attended:
2009
:
Attended advocacy programme on continuous and
comprehensive evaluation and examination reforms conducted  by CBSE at Salwan Public School, Gurgaon, India

1992

:
Resource person at Workshop on Science Curriculum 
Development at Shemgang High School, Shemgang, Bhutan. 

1991

: 
Resource person at Workshop on Science Curriculum 
Development at Punaka High School, Punakha, Bhutan.

1986

: 
Attended head teachers seminar at Thimpu, Bhutan. 

1983

: 
Attended Workshop on Science Curriculum Development at 
Gaylegphug, Bhutan.

1982

: 
Attended Workshop on Curriculum for Health Education at 
Gaylegphug, Bhutan.
Lists of workshops conducted
:
Conducted workshop on continuous and comprehensive evaluation In Shantigram Vidhya Niketan School 
:
Workshop on using locally available materials as teaching aids
:
Organised workshops on lesson planning – yearly, termly, monthly weekly and daily in Shantigram Vidhya Niketan school.
: 
Workshop on tools and technology in summative and formative     evaluation
Interests
:
outdoor game such as volleyball & badminton and indoor 
game such as chess
Languages Known


:
Proficient in English, Hindi, Malayalam & Nepali
Other skills:
· Proficient in Microsoft Office, including Word and Excel, Internet Explorer & Outlet explorer
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