SUCHITA 

SUCHITA.365085@2freemail.com  

Objective: Seeking a rewarding assignment with an eminent organization, which recognizes my true abilities and effectively utilizes/ nurtures my excellent analytical and technical skills in the field Administration, Human Resource, Research, Lectureship & Development. I look forward to change for better perspective with my managerial skills. 



Head of the Department – Social Studies & Travel & Tourism 
North American International School

Sept’13 onwards

Work duties:

· Administers, plans, guides, and develops subject specific curriculum, assessments for the purpose of assessing student competency levels and/or developing individual learning plans.
· Coordinating and heading the subject specialist leadership of Social Studies, Travel and Tourism, and History. 

· Advises parents and/or legal guardians of student progress for the purpose of communicating expectations; student's achievements; developing methods for improvement and/or reinforcing classroom goals in the home environment.
· Assesses student progress towards objectives, expectations, and/or goals for the purpose of providing feedback to students, parents and administration. 

· Collaborates with instructional staff, other school personnel, parents and a variety of community resources for the purpose of improving the overall quality of student outcomes, achieving established classroom objectives in support of the school improvement plan.
· Counsels students for the purpose of improving performance, health status, problem solving techniques and a variety of personal issues. 

· Demonstrates And Differentiates methods required to perform classroom and/or subject specific assignments for the purpose of providing an effective program that addressing individual student requirement. 

· Instructs students for the purpose of improving their success in academics through a defined course of study. 

· Participates in a variety of meetings and professional development activities for the purpose of conveying and/or gathering information required to perform functions. 

· Prepares a variety of written materials (e.g. grades, lesson plans following scope and sequence, correspondence with parents and students, examinations and quizzes, attendance, anecdotal records, etc.) for the purpose of documenting student progress and meeting mandated requirements. 

Sr. Secondary Faculty cum Subject Co-ordinator
The Oxford School, Dubai
Sept’ 10 to June’ 13


Work duties:
· Administers And Develops subject specific assessments for the purpose of assessing student competency levels and/or developing individual learning plans.
· Coordinating and heading the subject specialist leadership of Travel and Tourism and Media Studies. 
· Advises parents and/or legal guardians of student progress for the purpose of communicating expectations; student's achievements; developing methods for improvement and/or reinforcing classroom goals in the home environment.
· Assesses student progress towards objectives, expectations, and/or goals for the purpose of providing feedback to students, parents and administration. 

· Collaborates with instructional staff, other school personnel, parents and a variety of community resources for the purpose of improving the overall quality of student outcomes, achieving established classroom objectives in support of the school improvement plan.
· Counsels students for the purpose of improving performance, health status, problem solving techniques and a variety of personal issues. 

· Demonstrates And Differentiates methods required to perform classroom and/or subject specific assignments for the purpose of providing an effective program that addressing individual student requirement. 

· Instructs students for the purpose of improving their success in academics through a defined course of study. 

· Participates in a variety of meetings and professional development activities for the purpose of conveying and/or gathering information required to perform functions. 

· Prepares a variety of written materials (e.g. grades, lesson plans following scope and sequence, correspondence with parents and students, examinations and quizzes, attendance, anecdotal records, etc.) for the purpose of documenting student progress and meeting mandated requirements. 

Project Coordinator
Manipal K12 Education (P) Ltd

Jan’10 – Aug’10

Work duties:
· For Board approval, Research and develop the education policy and programs

· Implement program-Determine resources including new opportunities and partnerships.

· Develop tools required for implementation of the programs.
· Develop Education programs, workshops and seminars for teachers as approved.

· Evaluate the programs provided by the institute.

· Coordinating the training, logistics, administration, petty cash, budget and accounts of the branch office.

Project Manager 

Vasant J Seth Memorial Foundation
Jun’08 – Jan’10
Work duties:

· Advise on and develop detailed elements of the management of the complete review for final decision related any educational developmental issue.
· Establish and oversee the work-streams of expert groups, negotiating terms of reference and setting up an overall timeline with clear and realistic tasks to achieve outcomes on time and within budget

· Collaborate and liaise with groups in work-streams to ensure that the project assurance efforts are co-ordinated and understood by all expert groups; build strong partnerships with all areas of the review

· Establish lines of co-operation with other activities in the RE field and beyond where common ground might lead to useful collaboration
Visiting Faculty MBA Students
International Business School

Jan’09 - Dec’09
Work duties:

· Meeting all scheduled class and examination periods, including appropriate make-up time for any class or examination periods that might be missed during the course of a given semester. 
· All assigned courses are to be conducted in accordance with the catalogue description, the current course outline and stipulations of the department chair.

· Participate in the student evaluation process in accordance with established policies and procedures. 

· In consultation with the appropriate department chair, provide to all students in each course taught and to the appropriate department chair a syllabus with complies with the guidelines for syllabi.

· Submission of all grade reports, student absence from class reports or other required documentation within the established timelines.
Research Associate - Project by Dept of History 

V. G. Vaze College, Mumbai

Aug’07 – Dec’08
Work duties:

· Was involved in all aspects of project implementation. 

· This included ensuring the project stays within the budget, collecting the resources, studying and analyzing them, interviewing the people, testing the authenticity of the sources collected, interpreting the transcript, translating the sources, cataloging and preparing the archives, working with staff and other individuals to implement project activities.
· Monitor and report on progress, analyze data, make suggested corrections if needed and write final project reports.
· Guiding students towards the research methodology and analyzing and writing reports.
Program Coordinator 

Welingkar Institute of Management Development & Research


Aug’07 – Mar’08
Work duties:

· Trained teachers as part of the role of program coordinator.

· Attended meetings with teachers and school administrators for discussion on developmental issues related to the institute. 

· Developed order educational materials used by instructors. 

· Upgraded classroom technology; therefore, installed state-of-the-art latest technology in education. 

· Measured the needs of student learning and made improvements when necessary. 

Translator - Native Sources (Gujarati, Hindi & Marathi) to English for Assistant Professor of History 

University of Texas at San Antonio

As Required
Research Associate - Dr. (Mrs) Jo Robertson (Research Officer)

University of Oxford - Unit for the History of Medicine

Feb’06 – Feb’07
Work duties:

· Was involved in all aspects of project implementation. 

· This included ensuring the project stays within the budget, collecting the resources, studying and analyzing them, interviewing the people, testing the authenticity of the sources collected, interpreting the transcript, translating the sources, cataloging and preparing the archives, and met government and other individuals to implement project activities.
· Monitor and report on progress, analyze data, make suggested corrections if needed and write final project reports.
Jr. Asst Researcher - Former Director of Prince of Wales Museum

Acworth Leprosy Museum 
Dec’04 – Jan’06

Work duties:

· Was involved in all aspects of project implementation. 

· This included ensuring the project stays within the budget, collecting the resources, studying and analyzing them, preparing the display for the museum, interviewing the people, testing the authenticity of the sources collected, interpreting the transcript, translating the sources, cataloging and preparing the archives, working with staff and other individuals to implement project activities.
· Monitor and report on progress, analyze data, make suggested corrections if needed and write final project reports.
· Planning and preparing for the workshops and conferences, taking care to organize the event to make it a success.
· Compeering and logistics of the events and workshops were handled heading the team of people.

Project Associate
Conservation & Preservation of Fountains & Pyavoos, Mumbai    

Nov’04 – Sept’05

Work duties:

· Was involved in all aspects of project implementation. 

· This included ensuring the project stays within the budget, working with staff and other individuals to implement project activities.
· Monitor and report on progress, analyze data, make suggested corrections if needed and write final project reports.

Asst. Researcher  

Dr. Ruby Maloni – Historian

Aug’03-Feb’04

Work duties:

· Was involved in all aspects of project implementation. 

· This included ensuring the project stays within the budget, collection of resources, interviewing people, making transcripts, working with staff and other individuals to implement project activities.
· Monitor and report on progress, analyze data, make suggested corrections if needed and write final project reports.
· Planning for the development phase of the project. 
Faculty (Asst. Coordinator) Cum Lecturer - Bachelors of Mass Media (BMM)

Department of M. D. College Of Arts, Science & Commerce

July’02- April’03

Work duties:

· Administers And Develops subject specific assessments for the purpose of assessing student competency levels and/or developing individual learning plans.
· Assesses student progress towards objectives, expectations, and/or goals for the purpose of providing feedback to students and administration. 

· Collaborates with instructional staff, other school personnel a variety of community resources for the purpose of improving the overall quality of student outcomes, achieving established classroom objectives in support of the school improvement plan.
· Counsels students for the purpose of improving performance, health status, problem solving techniques and a variety of personal issues. 

· Demonstrates And Differentiates methods required to perform classroom and/or subject specific assignments for the purpose of providing an effective program that addressing individual student requirement. 

· Participates in a variety of meetings and professional development activities for the purpose of conveying and/or gathering information required to perform functions. 

· Arranging the cooperate visits for their practical assignment and evaluating the report as per the assessment required scheme. 
· Co-ordinating with the PR plans, and organising the events such as guest speaker, workshop etc.


· Attended 21 hour Teacher Support Programme for the TKT Module 1/2/3 with British Council, April 2010

· Two Days State Level Interactive workshop on “Research Methods, Areas and Trends in History & Other Social Sciences” organized by Department of History, University of Mumbai on 1st and 2nd July 2006

· Workshop on “Historiography: Changing Paradigms and Parameters” conducted by University Department of History, S. N. D. T. Women’s University, Mumbai – 14th & 15th October 2003


IELTS score – 6.5 Band 

Passed Teaching Knowledge Test for English Language teaching – Band 2

With British Council (3 Modules)
Post-Graduation Diploma in Human Resource Management – 2013
ICFAI University
Post Graduate Diploma in Comparative Mythology - 2002

University of Mumbai

Master’s Degree Specialized in History - 2002

University Of Mumbai

Bachelor’s Degree Specialized in History - 2000
V. G. Vaze College, University Of Mumbai


· “Historiography of changing paradigm in Advertisement” – in Journal called “Navigating Glocalization through Quality Initiatives” – Edited by Dr. I. C. Gupta, Jan 2008, Published by Excel Books.

· “Prabodhacandrodayama” - a small booklet of 12 pages in 2002 – Edited by Deep Kapadia.


· Workshop on “Historiography: Changing Paradigms and Parameters” conducted by University Department of History, S. N. D. T. Women’s University, Mumbai – 14th & 15th October 2003.

· Two Days State Level Interactive workshop on “Research Methods, Areas and Trends in History & Other Social Sciences” organized by Department of History, University of Mumbai on 1st and 2nd July 2006.

· Seminar commenced by Department of History, University of Mumbai on “The Quest for Excellence: Great Universities and their Cities, Mumbai, Kolkata and Chennai” from 17 – 19 January 2007.

· PIMR Second International Conference on “Navigating Globalization Through Quality Initiatives” at Indore on 30th & 31st January 2008. (Presented Paper on  “Historiography of changing paradigm in Advertisement”)

· INBUSH 2008 – Conference held by Amity International Business School at Noida on 21st & 22nd February 2008. (Presented Paper in Absentia on “Managing Tourism in Global warming economy with harmony to Environment”)


· Presented a Research Paper on “Women’s Panchayati Raj” in 2001 at Students Seminar Organized by History Department of University Of Mumbai.

· Participated in the National Conference of Philosophy at Gurgaon in Lonavala Organized by Himgiri Spiritual Research center on the concept of Guru in Indian Society, where we performed a Drama called “PRABODHACANDRODAYAMA” where in we also published a small booklet of 12 pages with researched articles of mine and other friends in 2002.

· Presented a Research Paper on “Khajuraho: Messages Through Sculptures” in 2002 at Students Seminar Organized by History Department of University of Mumbai.

· Presented a Research Paper on “Banking Trends: Enquiry in rise and fall in Modern India” at 67th Indian History Congress 2007, Calicut, Kerala. Under the section Modern India (Economy).

· Presented a paper on Ad-Impact: Changes in 20th century India (1975-2000) at Dr. Mani Kamerkar Memorial Seminar on ‘Cultural Renaissance in 19th & 20th Century India.’ On 11th October 2008 at Ramniranjan Jhunjhunwala College, Department of History.
· Presented a paper on Challenges and Opportunities for Chaul’s Development as a Tourist Site at three day conference on ‘Transposing Images: History and Tourism in the Konkan an Aid to Socio-Economic Development’ at University of Mumbai, Department of History from 13th October to 15th October 2008.


· Residential member of Royal Asiatic Society, Mumbai since 1998.

· Annual member of Indian History Congress since 2003.

· Annual member of Maritime History Society, Mumbai since 2008.



PERSONAL PROFILE





Born on 7th may 1977, single, Indian, having an experience of 15 years in the field of academician. Wish to pursue my doctorate in future. Apart from being an academician I have been enjoying cooking, art and architecture, reading, music, exploring places and cultures, at times playing badminton. I have my excellence in more than 5 languages native and international (English, Hindi, Gujarati, Marathi, Kutchi, German, Bengali, and Sindhi & Punjabi). Being explorer and adventurous person I have learned and exhaled in understanding the different working culture professionally. Reading has always enhanced my knowledge that has helped me in developing my personal self and also widens my horizon of thinking with wisdom. It has also helped me understanding with inter-disciplinary sciences. I have benefitted in traits of administrator, composed person with logical thinking and practical approach with holistic and realistic view, team player with matured co-ordination, and analytical thinker. Loyalty, sincerity, honesty in my work that I do is my strength. My IELTS score is 6.5.





CAREER HISTORY





PROFESSIONAL TRAINING





EDUCATION & CREDENTIALS





PUBLICATIONS





SEMINARS/ WORKSHOPS





PAPERS PRESENTED





INSTITUTIONAL MEMBERSHIP





KEY COMPETENCIES AND SKILLS





PROFESSIONAL SKILLS


Research ability with critically and analytical results to present the report and presentation�
�
Administration and daily planning of the work scheduling


Achieving the targets and meeting deadlines


Lecturing and preparing the curriculum and notes


Recruiting and interviewing for staff management


Communication skills written and spoken


Computer skills using Ms words, excel, power point presentation


Counselling �
�
�
�
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PERSONAL SKILLS


Good listener and analytical thinker


Good reader and like to share my knowledge


Enjoys working with meticulous way and in organised way


Likes to face the challenges


Thinks out of the box for finding the solutions to the situation


Practical and realistic approach


Positive thinking and approach towards life 


Good communication skills and logical thinking
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