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REKHA
REKHA.362612@2freemail.com   
EMPLOYMENT HISTORY

The Apple International School, Dubai
Registrar
Sep 08 – Jun 16

· Led the Administration Department and was responsible for all admission related matters
· Single-handedly facilitated the annual admissions of 600+ students and was the main point of contact for transfer related enquiries
· Worked with various teams to ensure smooth functioning during the KHDA-DSIB annual inspections from 2009 to 2016 and served as the primary point of contact between KHDA and the school
· Co-ordinated the Parent-School Contract process and the registration of students in the KHDA school system
· Managed the Front Office and co-ordinated with senior leadership teams
LIC International, Singapore
Insurance Marketer
Apr 04 – Jun 04

· Networked and created a database of over 600+ clients interested in buying a life insurance
· Assisted in organizing events for an international audience, targeted at marketing the various insurance products offered as well as maintaining customer relationships
Hindustan Lever Limited, Bangalore, India
Accounts Assistant
Oct 92 – Nov 02

· Collated sales data and prepared performance reports on a monthly basis for various branches located across the country
· Assisted in the Annual Budget Exercise as well as the generation of salary payroll for over 100+ staff
· Liaised with vendors and ensured accurate payments are made on a case-by-case basis.
EDUCATION

Master Of Commerce
Karnatak University, Dharwad, India

Bachelor of Commerce
Mount Carmel College, Bangalore, India

SKILLS

· Familiar with Accounting and Software Packages
· Certification in Ticketing and Travelling from M/s. Trade Wings, Bangalore, recognized by Government of India
OTHER DETAILS

Citizenship: Indian, Singapore Permanent Resident (SPR), UAE Resident

Language Proficiency: English, Malayalam, Hindi, Kannada, Tamil

