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Respected Sir/Madam,

I am interested in taking the opportunity to serve your esteemed organization in the capacity of Admission / Administration. Perhaps after reading this letter and enclosed resume, both parties will have benefits to meet the criteria as per the standards of your organization.

My credentials include, 
· 11 years of experience of which 9 yrs was committed to Admissions & Administration
· A track record of achieving business targets, taking initiative and maintaining high standard of excellence.

· A good team performer and able to work independently.
· Expertise in planning, organizing and implementing.

· An uncompromising emphasis on quality and professionalism.

I am impressed by the service industry. I share your 
Organizations commitment to serving customers, fellow co-workers and the community. I excel in this type of environment and I would very much like to be a part of your dynamic team. During my 11 years of experience, I have maintained an excellent performance record and was known for my work ethics.

I like to welcome a chance for an interview to discuss how I will contribute to your team. I am on my Husband Visa, 

Thank you for your time and consideration of my resume. Looking forward to hearing from you at the earliest possible.

Aspire towards building a prospective career by accepting challenging jobs in a dynamic and growth oriented organization.

Professional Experience

Additional Responsibilities:
·   Liaising with TECOM for share transfers & KHDA for educational permit.
· Admin and project related assistance to all consultants/ trainers in preparing 

                proposal & training material.
·     Liaising with nurseries / schools & companies for corporate training.
·     Apply visa for employees through AXS (TECOM online system).
Secretary cum Administrator                                               June 2011 – May 2014       
Key Responsibilities:
                  Respond to telephone and email inquiries, to provide relevant and accurate      

                information pertaining courses/coaching/trainings & covert prospects to admission
         Maintain a database of those interested in the courses TCA offers in order to follow 

       up periodically for admission
         Ensure all databases are updated for email marketing on a regular basis to obtain

                admission
· Maintain database of graduates for certification & information on advance courses
                 Updating Web Site, Social Networking like Face book page on a regular basis.
Perform administrative and secretarial duties for the company/trainers

Schedule appointments for the Managing Director’s
         Maintain a good rapport with the associates & convey their concerns to the 

       Managing Director’s appropriately
Organize and handle arrangement of venue for trainings
         Organize visas and other arrangements such as hotel booking for visitors coming to   

       Dubai to attend training   
·     Handle renewals of  license, lease, establishment card, insurance etc & approvals by coordinating with TECOM & maintain office documents to ensure smooth working of the organization
         Prepare invoices and following up on payments

         Keeping the accounts and cash flow up to date and handling petty cash.
         Handle the printing of brochures, course manuals, handouts, business cards, 


    office stationery, certificates as per requirement
Design brochures, flyers and certificates as advised by the Managing Director.

Key Responsibilities:
· Greet and interact with office visitors and telephone callers to answer queries concerning school program.
· Schedule appointment for the Principal.
· Co-ordinate with the administrative, teaching, transport and accounts staff to perform various clerical and school activities.
· Check and respond to official e-mails and hand out the hard copy to the respective department.

· Identifying new products, activities & suppliers for the principal as requested to ensure service and quality meets the standard of the school.

·  Provide quotes, reports & documents as per the request of the supervisors, teachers & admin staff.

· Explain various services & benefits provided by the school to please the customers for the admission of their ward in school.

· Maintain proper filing of student admission details, Staff database, recruitment of teachers and other documents.

· Knowledge of the Ministry of Education regulation and principles.

· Handled multiple jobs by preparing database, handling all the parents & visitors while manning the telephone.

· Handle dignities and VIP’S as requested.
· Assist the school administrative team during emergency / medical situation.
· Maintain cordial relationship with parents, staff and students.
AXA Business Services Ltd, Bangalore-India                     May 2002 - Oct 2004     
Team Member
Key Responsibilities:
· Processing insurance claims and reverting to the customers.

· Generating weekly and monthly reports.

· Training newly recruited staffs.

· Quality check done along with the regular processing of claims.

Achievements

· Award obtained for achieving 100% quality and a good productivity along with training other team members.

· Cross exposure training in other departments.

· Contributed process improvement ideas to increase the productivity of the company.

APTECH Computer Education, Bangalore-India              Nov 1998 - Sept 2001     
Student Counselor


Key Responsibilities:
· Counseling the walk in customers.

· Tele Marketing

· Follow-up of all enquiries to achieve target.

· Attend meetings to present the figures achieved.

· Maintain proper filing of student admission details.

· Coordinate with students for the collection of course fees.

· Generating weekly, monthly and yearly reports.

· Coordinate with companies for corporate training.

· Actively participated in marketing activities to increase revenue.

Academic Details

	Master of Business Administration – Operations Management
Jaipur National University
	Pursuing

	B Sc – Bachelor of Science

Graduated from M L A College , Bangalore University, India 
	1997

	PUC – Pre University College

M L A College , Bangalore University, India
	1994

	SSLC- Secondary School Leaving Certificate

Cluny Convent ,Bangalore , India
	1992


Additional Qualification: 

· Master NLP Practitioner –(Neurolinguistic Psychology), NLP Coach  Certified
      from NFNLP – USA -Trained By Beryl Comar Platinum Master trainer & BCH.   
· Emotional Freedom Technique ( EFT) & Transactional Analysis 
· Diploma in Information System Management from Aptech Computer Education
      (MS office and Internet)

Strengths:
· Good Communication, interpersonal skills, learning, organizing & planning skills.

· Self-motivator, team performer, patience, diligent, independent, able to multitask & work productively under pressure.

I assure you that I have the ability to structure myself to any work environment and give the best for the growth of your company. 
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THE CHANGE ASSOCIATES FZ LLC, Dubai-UAE          June 2014 – Till Date


Office Manager       





APPLE INTERNATIONAL SCHOOL, Dubai-UAE             Jan 2009 -Dec 2009


Secretary cum Receptionist








