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OBJECTIVE:
To contribute creative working skills and experiences towards enhancing success of your prestigious educational institution.

WORK EXPERIENCE:

· Tree House High School, Virar – (CBSE Board)                 

            Academic Year 2014 – 2015
A pioneer in the field of education, Tree House High School is a day co-educational school which offers   pre-primary to secondary education with a curriculum which is unique in its weave of inventive thinking multiple intelligence and differential learning.

Job Profile
· Class Teacher for Grade 3 – Teaching English, Social Studies and G.K for Grades 3 to 5.

· Plan, prepare and deliver instructional activities related to subjects that facilitate active learning.

· Observe and evaluate students’ performance and development.

· Assign and grade class work, homework, tests and assignments.
· Provide appropriate feedback on daily classroom activities.
· Encourage and monitor progress of individual student.

· Maintain accurate and complete records of students' progress and development.

· Update requisite records accurately and completely as per school procedures. 

· Prepare requisite reports on students and activities.
· Checking and correction of students note books, workbooks etc.
· Set question papers for examination and assignments.
· Manage student’s classroom behavior by establishing rules and procedures.
· Maintain adequate discipline in accordance with school rules and disciplinary systems of the school.

· Regularly meet-up with parents regarding progress of their child.

· Maintain leave records of the students, prepare report cards etc.
· Muljibhai Mehta International School



                                June 2007 to May 2013
An educational institute affiliated with CBSE Board, provides education that is suited to the needs of individuals, teachers and students.
Job Profile

· Managing front office desk for school related work.
· Managed school admission procedures, requisite documentations, etc.

· Interaction and co-ordination with Parents for school related activities and events.
· Preparing circulars and other documentations for Principal, General Manager and School related work.

· Manage school transportations queries, internal activities, etc.

· Assisted as attendant in taking extra classes.

· M/S Esjay International Pvt. Ltd.



                                        March to October 2005

A Garment Export House engaged in manufacturing woven apparel and offers knitted clothing, woven clothing and embroidery sequins works.
Job Profile

· Worked as an in-charge in Trims and Accessories Purchase Department.
· M/S Hope & Glory Pvt. Ltd.




  
            April 2001 to January 2005

Garment Export House dealing with brands like Tommy Hilfiger, Pepe Jeans, DKNY, Polo, American Rag, Ecko, etc. 

Job Profile

· Worked as a front office in-charge managing EPBAX board. 

· In-charge of Trims and Accessories Department in sourcing of garment accessories, forwarding for buyers approval, finalization, etc.
· M/S Sifa Sanpra Systems Pvt. Ltd.


                          
          February 2000 to April 2001

Company dealing with Computerized Attendance Recording System (CARS).
Job Profile:

· Worked as an Assistant into the Customer Service unit.
· Attending to customer complaints related to CARS system and forwarding the same to relevant technician for further resolution.

· M/S KGK Group Of Companies Pvt. Ltd.


        
                       June 1998 to  February 2000

An Export Company, dealing in diamonds and precious stones.
Job Profile:
· Worked as an assistant cum front office in-charge and managing EPBAX Board
QUALIFICATIONS:   
· B.Ed – Laxmi Ratan Shah B.ED College, Mumbai University 2013-1014 (Method English and History)
· Bachelor of Arts (BA) – SNDT University

· Higher Secondary Certificate (HSC)

· Secondary  School Certificate(SSC)
COMPUTER KNOWLEDGE:

· Computer Application and Management (DOS, MS Office and Internet)

