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 As a placement associate I worked form year 2004 till 2008 in a professional institute which is a subsidiary of university of Pune. I have also held the position of counselor in the same institute. 

My experience has enabled me to learn and develop skills necessary to deal with day to day management of people, the clientele of a business and day to day office duties.

With my several years of experience I find my profession challenging and exciting.

I wish to share my knowledge of office management and my communication skills with those who will benefit the most from it.

Company: CAD CAM GURU Solutions Pvt. Ltd (UNIVERSITY OF PUNE), Pune Maharashtra
The company deal with software sales related to CAD CAM & CAE & is a market leader among the sector. The institute is certified as the implementing partner for the training program of Pune University, and has ISO 9001:2000 certified quality management systems for conducting the educational programs.
Position: Placement Associate.
Key Responsibilities: 
· Interacting with various companies for their employee requirements.
· Arrange company visits to the Institute

· To arrange various seminars to market institute training programs

· Interact with the students to collect their CV and to screen, arrange & direct them to proper channel as per the company requirements.

· To assist students to further interact with company representatives for their placements.

· To maintain placement record.
· Achieved 96% placement consistently as a placement associate

Position: Counselor.

Key Responsibilities: 

· Responsible to achieve admission targets per batch

· To explain the course details to the new enquiries
· To make arrangements for entrance exams, interviews for the short listed candidates.
· To make proper record of every student enrolled and follow up the same till the student’s placement

· To co-ordinate with the faculties to make the lecture schedule for various batches  
· To make arrangement of external training for students.

Additional Responsibilities: 

· Active participation for “E-learning content” Development: This includes the transformation of regular syllabus work into smart E-learning format. 

· Office Administration: includes day to day activities.
· Worked as a faculty for basic German language training for the students in the institute.

Duration:  1st April 2004 till May 2008
Software knowledge: well acquainted with Microsoft word, power-point & excel  
German Language proficiency:
Institute: Max Muller Bhavan Pune
Undergone diploma level courses in German language at Max Muller Bhavan Pune.
Can Read, write and speak moderate level German language as required in professional and day to day routine.

Scored 1st rank with 94% for the basic level & 2nd rank with 86% for other levels 
Duration: June 2007 till June 2008

Planning to pursue advance levels as soon as possible
Masters of Arts:
Institute: University of Pune, Maharashtra

As interested to study languages I did my bachelors & post graduation in Sanskrit Language, which is one of the ancient languages in India.

Duration: 2004 till 2006

· Qualified as “sangeet vishrad” (Bachelors in Music) from Gandarva Maha vidhyalaya Miraz (Maharashtra, India) 

· Active participation & award wining performance in various singing competitions at all India radio and state level competition  

· Organized a cultural project competition at Max Muller Bhavan Pune representing various aspects of German language.   

· Placements, office administration, Counseling. 
· I am looking for opportunity where I can utilize & develop my German language skill.

· Date of Birth : 

30th May 1983
· Languages Known : 
German, English, Hindi and Marathi
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