[image: image1.jpg]


Gulfjobseeker.com CV No: 1315566
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php            
	  CAREER OBJECTIVE:  To attain international exposure in field of teaching and administration.

WORK EXPERIENCE:  Trainer at Patriot Aviation Acadamy-IATA Cargo from December 2013-present

   




   Trainer at S.B.Global Institutions-Business Economics for CIMA students[Certificate of Institute Management Accounts ,

Trainer for CPT/CLAT students [Common Profession Test]/Common Law Aptitude test July 2013 -present

 Administration in Charge-FORT KNOX SYSTEMS,Thrissur,2002-2013

Coached students from home[LKG-Std X11]1988-2002

 EDUCATIONAL QUALIFICATIONS and COURSES COMPLETED
Completed IATA – Cargo Introductory Course [Montreal, Canada-December 2013
Completed a Basic Computer Education Course from University of Pune. [2001]

· Completed Secretarial course from Vimalayam- Ernakulam [1986]

· Completed Master of Arts [Economics] from University of Kerala [1985]

· Completed Bachelor in Economics from St. Teresa’s College, Ernakulam with First Class[1983]

· Passed Higher Secondary School from Avila Convent,Coimbatore.securing First Class.[1980]

· Passed Matriculation from Avila Convent, Coimbatore securing Second Class [1978]

	    DUTIES UNDERTAKEN

    Administrative:

· 1.Working Knowledge of various types of paper work required to run a Company dealing 
· with weighing   machines including but not limited to Order Forms, C-Forms, and Maintenance   

· Contracts.

· 2. Meeting and greeting clients and visitors to the office.

· 3.Typing documents and distributing memos.

· 4.Handling incoming / outgoing calls, recording correspondence and filing of the same.

·    Faxing, printing, photocopying, filing and scanning of all required documents.

· 5. Organizing business travel, itineraries, and accommodation.

· 6. Monitoring inventory, office stock and ordering supplies as necessar
· 7. Updating & maintaining the holiday, absence and training records of staff.

· 8. Responsible for purchase orders and deliveries.

· 9. Raising of purchase orders and invoice track
· 10.Creating and modifying documents using Microsoft Office
· 11. Setting up and coordinating meetings and conference 
· 12. Updating, processing and filing of all documents.

Teaching Skills:

· Experienced in teaching ICSE, CBSE and State Syllabus for all Subjects.

· Worked with students aged 6 - 15 in advanced and average level of learning.

· Created lesson plans and implemented study techniques for better learning and comprehension.

· Assisted Students with tutoring and counseling with specific needs.
· Taught students appearing for Common Professional Test [CPT],Common Law Entrance[CLAT]

· Taught CIMA students for Paper 1V-Business Economics

· Trainer for IATA Cargo Introductory course.
    PERSONAL SKILL SET

· Effective communicator.

· Unique ability to adapt quickly to challenges and changing environments.

· Multi-lingual, articulate and professional in both manners and appearance.

· Enthusiastic, creative and willing to assume responsibility.

· Hard working, with a quick grasp on concepts.

· Excellent telephone manner and high standard of communication skills.

· Ability to analyze and interpret complex information.

PERSONAL DETAILS

Date of Birth   



:       19th August1962

Age    

    

              :       52 years

Marital Status                        :       Widow




This to confirm that all the above facts and detail given are true to   best of my knowledge  and  belief.

