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Objectives
Seeking for a quality environment where my knowledge and experience can be shared and enriched. Looking for the opportunity where I can improve, my quality and other skills.

Work Experiences
1.) Organization

:  Nithyadar English. Medium School.
Industry           
:  Education.
Position

:  Teacher.

Period  

:  June 2013 to present.            
Duties & Responsibilities 
· Planning, preparing and delivering lessons to all students in the class.
· Teaching according to the educational needs, abilities and achievement of the individual students and groups of students.
· Adopting and working towards the implementation of the school development plan of the particular school they are giving service in.
· Assigning work, correcting and marking work carried out by his/her students.
· Assessing, recording and reporting on the development, progress, attainment and behavior of one’s students.
·  Providing or contributing to oral and written assessments, reports and references relating to individual students or groups of students.
·  Participating in arrangements within an agreed national framework for the appraisal of students’ performance.
· Promoting the general progress and well-being of individual students, groups of students or class entrusted to him/her.
· Providing guidance and advice to students on educational and social matters and on their further education and future careers; providing information on sources of more expert advice; Participating in In-Service education and training courses as well as in continuing professional development (CPD) opportunities, and taking part in action research exercises.
· Maintaining good order and discipline amongst students under one’s care and safeguarding their health and safety at all times.
· Participating in staff, group or other meetings related to the school curriculum or pastoral care arrangements, for the better organization and administration of the school. 

· Contributing to the professional development of new teachers and student teachers according to arrangements agreed with the Head of School.
· Providing the necessary information and advice to the designated personnel in the school and/or College and to provide all the necessary information regarding requisitions and arrangements in connection with the teaching of the subject/s assigned to him/her.
· Ensuring the safe custody and optimum use of equipment normally used by oneself during lessons and sees to its regular servicing and maintenance.
· Participating in school assemblies.
2.) Organization

: Nithyadar Higher Primary School.

Industry

: Education.
             Designation

: Computer Teacher/Office.

Period  

: June 2005 to June 2013.        

Duties & Responsibilities:
· Organize, maintain and manage class systems in proper working condition. 

· Teach students and learners to use computers. 

•
Design and develop appropriate computer instructional material. 

· Manage and monitor student behavior. 

· Develop and implement lesson plans and classroom activities in consistent with the student management issues. 

· Integrate special lesson plans with core academic curriculum.

· To prepare and manage correspondence, reports and documents, organize and coordinate meetings.

· To maintain schedules and calendars and arrange and confirm appointments.

· To handle incoming mail and other material, set up and maintain filing systems.

· Maintain Records of Employees, Register.

· Type confidential documents on a word – processing system.
3.) Organization     
: Computer Clinic. 
Industry

: Sales and Service.

Position
   
: Office Assistant.

Period  
     
: May 2003 – May 2004.          
Duties & Responsibilities:
· Receive, direct and relay telephone messages and fax messages.

· Maintain the general filling system and file all correspondence.

· Maintain an adequate inventory of office supplies.

· Respond to public inquiries.
· Provide word – processing and secretarial support.

· Type confidential documents on a word – processing system.
Educational Qualifications
	Qualification
	Exam passed
	Main Subjects
	Name of University
	Year of passing
	% of marks

	B.Ed.
	 2012-2013
	English & Social
	Mangalore University
	2013
	66

	M.A
	2008-2010
	History
	K.S.O.U
	2010
	56

	B.A
	2000-2003
	History, Economics, Secretarial Practice & Office Management
	Mangalore University
	2003
	60

	P.U.C
	1998-2000
	Arts
	D.E. of P.U. Education
	2000
	64

	S.S.L.C
	1997-98
	
	K.S.E.E.B
	1998
	61


Technical Qualifications:

	Qualification
	Exam passed
	Name of University
	Year of passing
	% of marks

	P.G.D.C.A
	2004-2005
	Mangalore University
	2005
	75

	M.Sc(IT)
	2007-2008
	K.S.O.U
	2009
	68


Other Skills, Training and Seminars
· Certificate Course on Basics of Computer Applications

· Certificate of Credit for Effective Learning.
· Intercollegiate Entrepreneurship Awareness Camp.
· Bharath Scouts and Guides (BASIC).
· On the Job training.
· One Month worked at “Shri ram chits (B)”.
· One month worked at “New Mangalore Port Trust”.
· Shorthand (Senior Grade).
· Typing (Senior Grade).
· Driving License (Indian).
· Dancing and Craft 

Personal Strengths & Skills
· Strong interpersonal skills.
· Ability to effectively manage time and prioritize multiple responsibilities.
· Excellent verbal and written communication skills in English.

· Self-motivated and ability to excel with minimum supervision.

· Ability to work well with co- workers in a team environment.

· Good learning abilities for the upcoming technologies in the field.

Computer Skills
Technically proficient in windows, MS-Word, MS- Excel, MS- Power Point, Page Maker, Access, Visual Basic, Front Page.

Passport Details:
	Date of birth
	12-10-1982

	
	

	Sex
	Female

	Religion 
	Roman Catholic

	Marital status
	Married

	Languages known
	English, Hindi & Kannada.


Declaration:

I hereby state that the above information furnished by me is true to the best of my knowledge.









