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PROFILE

Study Abroad Assistant Counselor with 1 year of experience managing study abroad departments in post-secondary education institutions. Comfortable working and communicating effectively with various domestic and international students, campus administrators, faculty, and parents.


OBJECTIVE

Obtain a challenging position by applying creative problem solving with a growing organization to achieve optimum utilization of its resources. Seeking a quality environment where my knowledge can be shared and enriched for the growth of the organization and self.


KEY SKILLS

· Organizational skills that ensure effective co-ordination between students and delegates
· Managerial abilities that help draft, verify and maintain documents efficiently
· Capability of managing uncertainties responsibility without compromising on the goals
· Student Visa (UK)
· Thorough knowledge of MS Excel & MS office

CAREER SUMMARY

February 2014 - March 2015

Edwise International Overseas           
           Mumbai, India






             Consultant


WORK EXPERIENCE

I was employed by Edwise International Overseas Consultant Mumbai, India as an Assistant Counselor. 

Edwise, a pioneer in the field of 'GLOBAL EDUCATION' It  is a solution-oriented company, with a single mind approach in tailoring career paths to suit individual profiles within the parameters that may prevail in each case. The parameters may be educational, financial or personal. I was appointed to help the student with their entire process for their study abroad from their application to visa. Following up with the universities regarding the application status and various other documents which help the student to secure a seat for their study.
 DETAILED WORK EXPERIENCE (all the above properties)

· Receive student details from the education counselor and judge the suitability of the candidate for the course and university of his choice

· Keep the education counselor updated about the changes in the admission regulations and important dates

· Interact with university delegates.

· Collect the application form and supporting documents from the students and check the forms for accuracy.

· Send the application forms to the University for Evaluation. Keep track of the admission evaluation process to know the status

· Inform the students about the university decision of accepting or rejecting the student

· Acquire the CAS and visa letter from the universities to complete the visa application process

· Student Visa (UK) 

· Contributed to ongoing staff training sessions

· Maintaining CRM & Excel Sheets for records

· Telemarketing, attending seminars, world education fairs

· Conducting University interviews for the students

· Creating Hap Id for students

· Updated the reports as per the instructions from the higher management

· Prepared CAR &  DAR of the counselor

· Maintain mailing list and distributes information to the University community.


EDUCATION

      Bachelor of Arts (Single Major- Sociology) from University of Mumbai, India.

 MS- CIT (Maharashtra State Certified Information Technology) from St. Angelo’s Computer Institute,                        Mumbai.

 
PERSONAL INFORMATION:

Sex                            : Female

Marital Status            : Single


Date of Birth              : 3rd December 1992

Languages Known     : English, Hindi, Marathi


