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Mahek 

	PROFILE:
	Business professional with experiences in Teaching & HR.

	CORE AREAS:
	Teaching & Human Resources (HR)

	STRENGHTS:
	Excellent communication and interpersonal skills

	
	Fond of children and enthusiastic to teach

	
	Process Implementation and operational efficiency

	
	HR and team management skills

	
	Team building events and leadership development

	
	


PROFESSIONAL EXPERIENCE
Eye Level Learning Center
2014 – 2015
(World’s Leading Self Directive Enrichment Center Offering Math & English classes for kids between the age 4 and 12)
Teacher
· Serve as Math and English teacher 
· Motive self-directive learning to students 
· Follow curriculum based enrichment booklets and procedures. 
· Communicate with authorities, parents and prospectus parents. 
· Ensure proper recording of all data and upload in online database. 
· Prepare correspondence and reports for parents. 



	Barclays Bank
	2006 - 2007

	(Well Established International Bank)
	


HR Associate
· Managed end to end recruiting processes 
· Liaised between prospective candidates and hiring managers 
· Managed travel and local accommodations for international candidates 
· Partnered with in house travel consultants to manage travel for prospective candidates while maintaining a focus on budget constraints 
· Ensured prospective candidates and hiring managers are well versed in interview logistics and other relevant information required for smooth interview process 
· Managed Visa processing with Public Relations Officers (PRO) and local authorities 
	EDUCATION
	
	

	  Montessori Early Childhood Stage II Certificate
	2015-2015

	o  Institute: Gulf Montessori, Dubai, UAE
	

	  Pediatric First Aid Certification
	2015-2015

	o  Approved By Government of Dubai UAE
	

	  Bachelors of Science (B.Sc) in Business, Admin & IT
	2000-2003

	o  University: American College of Dubai, UAE
	

	  Primary, Secondary & Higher Education
	1984-2000

	o  Concentration: Commerce
	

	o  School: Indian School of Muscat, Oman
	

	PERSONAL DETAILS
	
	

	Date of Birth
	June 27, 1981
	

	Marital Status
	Married
	

	Languages
	English, Hindi
	

	Languages
	UAE Driving License With Self Car
	

	Visa
	Valid UAE Residence Visa
	


REFERENCES
Available Upon Request
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