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To,   

The Personnel Manager,

HRD Department

Dear Sir / Madam:

I would like to restate my desire to interview for current opportunities in your organization. I have spent my past years in administration jobs and in teaching students.
I hold a Bachelor of Arts, Major in History and Psychology. Diploma in Education, District Institute of Education & Training, Language Development – Techniques of teaching English.

My experience has shaped me into an observant, flexible and dedicated person toward ongoing success. Hence, I am excited about the possibility of a personal interview to further discuss my qualifications with you. 
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Personal Profile
A versatile, analytical and hard-working with a practical hands-on approach. Able to collect and analyze information, digest fact / figure and quickly grasp complex issues. Excellent negotiation and problem solving skills and swiftly identifies the root of any problem and develop an effective solution. Proven ability to manage and complete projects to be highest standard, with a meticulous attention to detail and within agreed deadlines.

Objective
To be associated with dynamic and progressive establishment that will utilize my knowledge, attitude and skills to bring out the best talent in my career.

Skills & Knowledge
Being consistently pleasant and polite. Dealing with complaints tactfully, calmly, and politely. Handling unexpected situations calmly. Relating to a wide variety of people. A strong work ethic and positive attitude. Independence & initiative. And Good Team player.

PROFESSIONAL WORK EXPERIENCE
Administrative 

July 2008 – September 2009



Coordinator/

murdoch university International Study Centre
Admission Officer
Dubai, United Arab Emirates


Job Profile:


· Providing general secretarial and administrative support to the Dean

· Answering telephones calls, typing, and printing.

· Handling telephone and email inquiries.
· Keeping updated files and filing of documents.

· Draft, prepare, distribute and follow up with various correspondences.

· Coordinate the Dean’s schedule and update his calendar.

· Arranging for the Dean’s travel.
· Dispatching/ distributing outgoing and incoming mails.

· Welcoming and looking after visitors.

· Explaining department procedures and policies to employees and public.

· Responding to student inquiries.

· Contact parents with regard to students infractions.
· Answering queries on general matters relating to Dean’s office.
· Maintain and arrange the Dean’s appointment diary.
· Handling the responsibilities in the Admissions and Students Services department like catering to student inquiries (personal, telephone, email), processing applications, registrations, student’s visa, transport requests, accommodation requests, etc.
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Class Teacher

2006 – 2008

(Primary teacher)
WESTMINISTER SCHOOL 
Dubai – United Arab Emirates

Job Profile:
Teacher of all subjects within the Primary Section. Designed visual and interactive lessons for the students. Supported staff on planning, assessment and resources. Planned and developed the examination papers. Working as a team member
Receptionist cum
2006 (2 months)
Telephone Operator
PRANIC HEALING CENTRE


Dubai – United Arab Emirates
Job Profile:
Operates switchboard equipment in order to answer incoming calls, determines intent of caller and makes appropriate connection. Uphold all cooperative policies. Handling all the Administrative work. Communicating with the clients through emails. Handling other office routines.  Worked as a team member.
Receptionist cum
Sept. 2001 to Dec. 2002
Telephone Operator
CAJPRA ENTERPRISES, Goa - India

Job Profile:
Operates switchboard equipment in order to answer incoming calls, determines intent of caller and makes appropriate connection. Uphold all cooperative policies. Handling all the Administrative work. Communicating with the clients through emails. Handling other office routines.  Worked as a team member.
WORKED ON PERMANENT POST
VIDHYA VIHAR PRIMARY SCHOOL. (3 Years)



Goa – India

Class Teacher for Grade I - IV, Subject: English.
EDUCATIONAL QUALIFICATION
· Bachelor of Arts, Major in History and Psychology - University of Goa- India

· Diploma in Education, District Institute of Education & Training, Goa - India 

· Language Development – Techniques of teaching English

· Computer Skill: MS Word, Excel, Power point, Internet
PROFESSIONAL DEVELOPMENT AND COMMUNITY ACTIVITIES
Courses and workshop

· Services for National Association – Workshop for blind
· Attended a course in Food Production and Nutrition.
· Course in value Education.
· Attended Social Media Seminar
· Attended Business Etiquette workshop
Community Activities
· Secretary for Parish Youth
· Catechists in Parish Church
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