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CAREER OBJECTIVE:

To Work as a part of a team, to learn and function effectively in an organisation and be able to give in my best in any assigned field.
WORK EXPERIENCE

Currently working as a Relationship Executive & Admin Executive in VIBGYOR High School from 2nd may 2013 till  Jan 8th 2015.
         Job Role as a Relationship Executive.

· Acting as an interface with the outside world and create value by increasing student admissions, communication and coordination with parents, publicity and PR activities.
· Addressing, handling, or re-directing queries with regards to admissions, optional VAS( Value Added Services) like Transport, Cafeteria, PSA(Post –School activities), Kids Club, VIVA (Annual functions), Tours, External Exams etc. appropriately and on time.

· Assisting parents by giving accurate information with regards to the fee components inclusions and exclusions, school timing, differentiation between boards offered.

· Fixing up interviews for parents who are keen to seek admission for their child/children, those who face difficulty in opting for Boards with the respective Coordinators.

· Regular follow-up for enquiries received through telephone, mail or walk-in.

· Maintaining Admission forms for registered children.

· Post-registration, arranging for Interview / Competency Test specific to the grade and communicating the feedback/result of the same on time.

· Acknowledge the admission form by verifying the related documents, sending it to the resp. Coordinator for approval to grant admission.

· Coordinate with the fees department with regards to Fee collection.

· Post- admission, informing parents through mails the dates of Coffee Meet wherein an orientation is organised, enrolment number, division and house allocated are listed out, uniforms are sold, temporary Id cards and Bearer Cards are issued, joining dates grade-wise are announced.

· Post joining, escorting and handing over the child to the respective Coordinator.
· Handling IVT’s (Inter-VIBGYOR transfers)

· Preparing and issuing LC’s (Leaving Certificates), Bonafide Certificate, NOC’s, Recommendation letter on parents request attested and signed by Principal.

· Generating reports from the ERP and preparing MIS reports on a daily basis and sending the same by EOD to CO.

· Actively participating in Expo’s, conducting RWA (Resident Welfare Association) activities for Admissions.
· Keeping track of the Competitors by performing Competitor Analysis.

· Other miscellaneous activities including ERP entries, addressing parents grievances, maintaining records of inward outward mails, booking an appointment with the Principal or Coordinators, arranging for attestation of mark sheets, assisting parents with regards to special events, coordinating and promoting for VIVA, Kids Club, Summer Camp, PSA etc.
Job Role as Admin Executive

· Ensures the proper maintenances of all equipment; makes arrangement for repairs and/or replacement of used and damaged equipment.

· Maintain a clean and safe working environment by inspecting and scheduling maintenance and ensure that all office equipment is properly accounted for and in safe condition.

· Manage the daily activities of the housekeeping department to include appropriate cleaning of all offices, concourses, seating areas. Space management and allocations of seats for employees
· Space management and allocations of seats for employees

· Ensure that corrective actions are taken immediately on all employee complaints.

· Purchase, re-order and maintain housekeeping supplies and inventory.

· Proven comfort and experience to interact effectively with all levels of the management

Worked as a customer and client support executive (Hinduja global solution) 19th October 2007 to 13th April 2013.

· Entire Customer and client support profile- Trouble shooting on DSL Broadband Modems. Handling calls from Internet service providers (ISP) and direct customers. 
· Assisting ISP’s with queries of customer’s account, Scheduling technicians to the customer’s premises and making calls to local telephone companies to isolate certain issues. , 
· Complete Layer one troubleshooting for customers.
· Technical support
· Handling Escalation.
EDUCATIONAL QUALIFICATION:

· 2011:  Persuaded Graduation in Arts from Periyar University, Salem (55.43%)

· 2007:  Pre-University from Delhi public, Bangalore (58.66%)

· 2005:  High school from Cambridge Public School, Bangalore (56.84%)

TECHNICAL SKILLS:
Basic Computers (Microsoft Office, Excel and Internet)

ADDITIONAL INFORMATION:
Hobbies:    Listening to music, reading, shopping, chatting and travelling.

Strengths: Good temperament, hard-working, proactive, excellent communication and interaction skills.
PERSONAL INFORMATION:

DECLARATION:                                                                                                                        

I hereby declare that the above mentioned information is true to the best of my knowledge and belief. 
