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CAREER OBJECTIVE: 

To find a challenging position to meet my competencies,





Capabilities, skills, education and experience.
KEY SKILLS:

· Hard working, Honest, Motivated, Friendly in nature etc
· Experience with Microsoft packages
· Excellent written and verbal communication skills
· Organisational skills
· Customer Service skills
· Good Interpersonal Skills
· Ability to meet deadlines & prioritise

· Ability to multi task
PROFESSIONAL EXPERIENCE:
June 2006 – Sep 2006:
Office Manager/Senior Career Counsellor





CampusUK British Education Consultants (India)
Managed and delegated correspondence with students, UK office, other offices and British institutions, Counselling students, supervised all staffs, Responsible for typing all the required forms, letters, correspondence letters both external and internal, Managed and recorded the expenditure related to the running of the office and prepared monthly finance reports, Helped students and their parents in processing student visas, Administered day-to-day activities in the office.

April 2005- March 2006:  
Administrator




          
City College of Management (UK) Ltd
Corresponded & communicated with other universities, colleges and agents, Dealt with students & staff issues, Assisted other staff members with maintenance of computer records, including accounts data entry and contact lists, Administer payroll system & Prepared employees time sheets and attendance, Arranged Board Meetings, Minutes written, Prepared Memo & agenda of the Meeting, Arranged Travel schedules, scheduled interviews, Order & maintained office supplies & stationery, Arranged Pastoral care etc

Sep 2003- April 2005:
Student Co-ordinator








City College of Management & IT 
Answered phones, Greeted and assisted Student and visitors, Counselling students, Data entered and updated records, handled general administrative duties, such as filing, faxing, copying, banking and mailing etc

Apr 2002- Aug 2002: 
Computer Teacher




The Divine Image high school & Junior College (CBSE)

Taught computer for class I to X (age group between 4yr to16yrs),

Supervised student’s laboratory work, Assigned, administered and 


corrected home works, test papers & Exam papers etc          

Jan 2002- Apr 2002:

Faculty 





Infotech Computer Education

 
  
           
Taught computer subjects like: Ms Office, Internet, Java Script, HTML,





DHTML etc (Taught almost all age group pupils).

IT SKILLS:
· General Networking.
· Microsoft Desktop Support, Installations, Upgrades etc.
· Knowledge of publishing applications.
· Creative  Web Designer with knowledge of Html, Dreamweaver, Photoshop, Corel Draw, Flash etc
· Knowledge & experience working with Mac & Pc.

EDUCATION QUALIFICATION:
2003-2006: 



Advance Diploma in Information System (ADIS)




City College of Management & IT –UK
2000-2001:



Bachelor of Education (B.ED) 




Hindi Sahitya Sammelan Allahabad -INDIA

1996-1999: 


Bachelor of Commerce (B.COM)

B.S.E.S Junior & Senior College Bombay- INDIA

1994-1996: 


Higher Secondary School (A Level)

The Divine Image high school & College Bombay -INDIA

1993-1994:

     
Senior Secondary School (G.C.S.E)

Our Lady of Nazareth High School Bombay- INDIA
 



TECHNICAL/OTHER QUALIFICATION:
2002-2003: 



Web Pages Design- Merit




East Birmingham City College -UK



         
Corel-Draw, Flash, DTP, Firework, Photoshop etc 
2000-2002:


Diploma in Web-Designing- Grade A+

Infotech Computer Education- INDIA


     


Ms-Office, HTML, Java Script, Internet etc

Diploma in Web Engineering & Development-Grade A




         
ORACLE, DHTML, etc



   

Diploma in E-Commerce Programming -Grade A
            

   

C prg, C++, JAVA etc   
2000-2001:                       
Computer Operation with MS-OFFICE -Grade A




(Maharashtra Government Certified course)




Infotech Computer Education           

  

Basic, Ms-Word, Excel, Power Point etc
PERSONAL DETAILS:



Date of Birth:



18th March 1978.

Nationality:



Indian.

Languages known:      
English, Hindi, Gujarati and Marathi.

Interest/Hobbies:

Web designing, Surfing internet, Cooking, Music, Badminton etc
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