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Summary
Significant experience of 4 years in the area of operations in a educational institution. I have a strong process orientation and extremely good at relationship management. I am also an effective team member, simultaneously worked as a “Computer Instructor” and an “Admin Assistant”.

Objective

To seek a suitable position in a progressive, reputed, professionally managed organization and utilize my talents, interests, extensive professional knowledge, experience & expertise to the optimum level facilitating career growth and be a part of a team to achieve the organization’s objectives.
Academic Qualification
· Post-Graduate in Arts (May 2006) from Mysore University, Karnataka, India

· Post Graduate Diploma in Computer Applications (PGDCA – March 2005) from Mangalore University, Karnataka, India
· Graduate in Arts from Mangalore (April 2004) University, Karnataka, India 

· Pre-University Course from Mangalore, (April 2001) Karnataka Board, India
· SSLC from Karnataka Secondary Education Examination Board (March 1999), Karnataka, India
Personal Skills

· Ability to establish strong collaborative relationship with individuals.

· Highly organized with ability to skilfully manage multiple tasks in fast paced environment.

· Good computer working skills in MS Office, Internet and emails applications.

· Dealing effectively with multicultural environment.

· Ability to work under tremendous work pressure & meet with the dead-lines with ease and efficiency.

· A “can do” attitude and Team Player as well as self-motivated.
· Hard working & Flexible
· Good communication and interpersonal skill
· Hardworking, self-motivated and initiative person.
· Ability to communicate well at all levels.
· Willing and able to learn new things quickly. 

· Possessing excellent management skills

· Proven record of handling the office efficiently, confident of independently handling office. 
· Excellent communication, interpersonal and relationship building skills.

· Excellent English Writing and correspondence Skills.

· Positive and highly motivated towards achieving objectives.

· Can work independently and punctually and can communicate effectively to attain objectives.

Organisation Served

Lady Hill English Higher Primary School, Mangalore, Karnataka, India
Computer Instructor for students from April 2007 to March 2008

Responsibilities: 

· Coaching and mentoring students in improving their IT skills.
· Conducting exams for the students and testing their practical knowledge.
· Prepare lesson plans and mark assignments.
· Monitor student progression along with assisting with course related outlines.
· Handling student’s queries.
· Conducting computer training courses for students and faculty

· Maintaining filing and archives.
· Handling routine admin work.
Admin Assistant/Senior Clerk June 2005 till March 2007:

Responsibilities:
· Receiving calls & maintaining record of the management.
· Delivering the school information to the students. 
· Coordinating with the Students and Parents by answering their queries for the admission to the new academic year.
· Filling documents, papers, letters & records according to established classification
· Register Work, Fees Entry, Admission Record maintaining.
· Sending Academic fees payment reminders.
· Attending the calls regarding complaints and solutions.
· Checking and replying to emails of students and staff as well as the other schools & Educational Department.
· Scheduling and arranging Parent &Teacher meetings.
· Typing Business letters for the Head of the School Management.
· Maintain good and cordial relationship with Parents Association and staff.
· Maintaining various membership reports relevant to General body meeting.
· Active participation in Annual School Sports Day.
· Building healthy relationships with teaching faculty, students and their parents, Career Guidance and helping students to boost their morale. 
· Co-coordinating various activities for students and colleagues. (Activities: Sports, Seminars, Fashion Shows, Dance, Stage Shows etc.)
· Compared various functions in School and in general public.

· Clerical Staff secretary and co-coordinator in the School for the past 3 years. 
· Received appreciation from the senior management for Good and for cool attitude and for active participation in all level.
Computer Skills

· Windows based applications like Microsoft Word, Microsoft Excel, Microsoft Power Point and Internet based user applications.
Languages Known

· Fluent English & Hindi, Konkani & Kannada.
Personal Details

· Date of Birth
: 
July 13, 1983. 

· Marital Status
:
Married.
· Sex

:
Female,
· Nationality   
: 
Indian.
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