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OBJECTIVE:

To explore new avenues in an established, progressive and professionally managed organization which can provide adequate opportunities and environment to draw upon my knowledge and clear strength to mutual benefit so as to reach the pinnacle of success.

STRENGTHS & EXPERIENCE:
· Analytical approach, innovative and clarity of thinking with strong conceptual skills has helped me consistently perform & grow with the organization.

· 2 years of UAE experience has been a boon to my knowledge & interpersonal skills enabling me to manage & cater to different nationalities. It has also fine tuned my HR & presentation skills.
· My experience has also established strong training & communication skills.

· People management and training skills with real-time scenarios help me to work effectively with cross-functional teams.

· Good information gathering and documentation skills.

· My overall work experience in UAE covers different levels of people management.
· Ability to work under pressure & meet deadlines.

· Be able to manage several projects at any one time and prioritize their workload.

· Ability to learn the required software tools and implement effectively.

	
	
	


PROFESSIONAL HISTORY:
	October 2008 – till date

	The Westminster School (GEMS Edu), Dubai

	Administration & IT Teacher


Responsibilities:
Administrative functions involve
 Preparing & updating database - students’ information, attendances, student marks database, ministry information database all using MS Excel.

 Coordinating with different sectional meetings, answering phones and preparing reports for the supervisors.
 Maintaining office equipments such as printers, scanners & computers.

  Support the efficient running of the Computer Lab.

 Conducting staff workshops on basic skills viz., General Computing, MS Office Package, Effective usage of IT in Modern day classrooms, accessing/usage of school internal website.

Teaching involves

 Delivering computer studies & online training in MS Office 2007 Package to senior school students as a part of the British curriculum for International General Certificate of Secondary Education.
 Initiate, facilitate, and moderate classroom discussions.

 Plan, evaluate, and revise curricula, course content, and course materials and methods of instruction.

 Maintain student attendance records, grades, and other required records.
 Using presentations & ICT software for teaching.
 Uploading Assignments, worksheets, marks etc on to school’s internal website for the easy access.
	COMPUTER PROFICIENCY: 

	Software Packages
	:
	MS–Office 2003/2007 (advance skills)

	Operating Systems
	:
	Windows XP, Windows 7(MS certified)




LINGUISTIC PROFICIENCY:

· To speak and write - English and Hindi.

EDUCATION:
· March 1996 to April 1999 - Bachelors in Science, St. Joseph’s College, Bangalore, India

· April 1994 to March 1996 - Pre-University College, St. Joseph’s College, Bangalore, India

· March 1994 - S.S.L.C, Bangalore, India

PERSONAL INFORMATION:
Date of Birth

        : 
21-04-1978

Marital status

        :
Married
