RUBY
Email: ruby.339836@2freemail.com 
PROFESSIONAL SUMMARY________________________________________________________

High-energy school counselor motivated to help every student learn healthy means of dealing with behavioral, social and emotional difficulties. Dedicated to provide compassion, result-oriented and solution-focused care.

SKILLS____________________________________________________________________________


WORK HISTORY_______________________________________

06/2016-Current    School Counselor

               Holy Cross Convent High School – Mumbai

· Conducted 45 one to one counselling sessions per week.
· Handled workshops on basic development for girls.
· Led numerous counseling group to discuss topics such as eating disorders and relationship issues, AIDS awareness, sex related topics, addictive habits like smoking/drinking/drug abuse, healthy lifestyle, skin & body care, assertive behavior.

· Counseled high school students to help them understand and overcome personal, social and behavioral problems.

· Provided individual needs including anger management, respect, bullying, grief transitioning to new school, friendship and organization.  

· Mediated disagreements and misunderstandings between students.

06/2014-03/2016    Senior Associate – CSR, Marketing & Contact-center
Kanakia Spaces Pvt. Ltd- Mumbai

· Helping the marketing team with various CSR activities.

· Looking after, the social institutes run by the company.

· Generating leads for new business by running promotional mailers, cold calling etc. required for marketing team.

· Communicate the necessary information to the clients regarding various projects handled by the company.

· Maintain good coordination with inside sales and marketing team.

· Building and maintaining strong relationship with key customers and prospects, and ensuring their high satisfaction level.

· Producing innovative ideas and sales strategies to meet objectives.

· Generate and update the reports for the management review on time and as per the expected quality.

03/2013-05/2014    Associate
                             Willis Pvt. Ltd- Mumbai

· Entered numerical data into databases in a timely and accurate manner.

· Scanned documentation and entered the database.

· Produced monthly reports using advanced Excel spreadsheet functions.

· Added new material to file records and created new records.

· Reviewed and updated client correspondence files and scheduling database.

· Outlined the appropriate process and procedures necessary to fulfill and complete inquiries.

05/2010-04/2011   Customer Technical Service Executive
Accenture Pvt. Ltd
· Provide client support and technical issue resolution via E-Mail, phone and another electronic medium. Configuration of client's equipment to connect to the Internet via modem/DSL Router.

· Configure software to connect to Internet application servers. 

· Provide training to clients in the use of system and applications as related to Internet, E-Mail clients and Web Browsers. 

· Possess general understanding of OS and application operations related to all company offered services.

EDUCATION________________________________________________________________________
· P.G Diploma in Therapeutic Counselling from Nirmala Niketan College of Social Work.

· Post Graduate in MSW from IGNOU.

· Graduate in B.A   Psychology from Wilson College, Mumbai University.

· Passing year February 2007, H.S.C (Science) 

· Passing year March 2005, S.S.C from Holy Cross Convent High School, Thane

PERSONALDETAILS_______________________________________________________________

· Marital Status - Married

· Date of Birth: 2nd September, 1989
Experience with homeless population    


Solution focused Counseling     


Learning Disability familiarity        


Social skills teacher 


Culturally-sensitive                                                                                                





Team player


Strong interpersonal skills


Reliable


Organized


Superior oral and writtencommunication








