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OBJECTIVE


Striving for a career in the field of  Training, Administration and Personnel management by making optimum use of resources available with the objective of long-term growth, which would be mutually beneficial

EXPERIENCE SUMMARY


I have over 7 years of experience in Administration and Personnel management in the IT training industry and have been a very successful with  student relationships   and have been exposed to handling various roles in Managerial category. Worked for leading IT training divisions, NIIT limited, SSI limited, IT centre in Anna university and Aptech limited. 

Team Management – Accustomed to group dynamics, training, Consulting can contribute towards increased synergy as leader / follower.

WORK EXPERIENCE


Jun 2003 - Sep 2006        NIIT Limited – IT training division

Senior Career  Counselor
              Job responsibilities

· Analyse the market for the available recruitments

· Taken care of the entire administration of the company 

· Co-ordinate with organisations  and arrange for interviews  

· Organising for Campus recruitment 

· Training to the students for attending interviews

· Update periodically with latest technologies 

· Analyse the market and change the strategies accordingly

· Prepare reports and ensure that it reaches the head office

· Meeting students at regular intervals to obtain feedback reports

· Generating reports and filing them according ISO standards 

· Conducting communication and personality development training programs

 Centre head for the NIIT centre located  in two govt. colleges, Chennai
  Job responsibilities

· Handled the entire administration of the company

· Monitoring the Accounts of the company

· Co-ordinating with the professors and the Principal of the colleges

· Prepare the periodic reports and send it to the director 

· Generating the salary reports, approving their incentives for the faculties

· Maintained the reports according to the ISO standards

Feb 2002 – May 2003         Anna university IT education centre 

  Centre Manager

Job responsibilities

· Headed  the Administration  of the company

· Delivering and maintaining desired corporate client service levels 

· Generating salary reports and distributing the salary to the staff members 

· Ensure that the technical updates are organised

· Conduct seminars for the Anna university students

· Take feedback and meet the feedback targets

· Conducting corporate training for the government officials

June 2000 - Jan 2002       SSI Limited Chennai, India

Senior Career Counsellor

 Job responsibilities

· Counsel and Register students for enrolling the, as students as per their requirements

· Analyse the marketing trend and implement new technologies accordingly

· Meet students and develop rapport to get feedback for advising the centre for implementation

· Preparing students for facing interviews

· Conducting communication and personality training programs

· Interacting with Head office for placements and arranging for the interview thereof

Oct 1997 - Dec 1999           Aptech Ltd Chennai, India

Senior Student Co-ordinator

Job responsibilities

· Took charge of the entire career counselling

· Headed the whole of marketing team

· Handled the incoming enquiries

· Co-ordinating with the head office for students placements

· Handled the administration of the company

· Co-ordinating with the head offie placement cell for recruiting the students and arranging for campus interviews

EDUCATIONAL BACKGROUND

Academic Qualification

  1997- 1999                         Alagappa University



           Tamilnadu, India

                                               Masters degree in Corporate Secretary ship

  1993-1996                          The Ethiraj College for women -University of Madras        Chennai,   TN,   India




    Bachelor’s degree in Corporate Secretary ship

Technical Qualification

RICULAR ACTIVITIES
1994 – 1997                        Aptech Computer education                                            Tamilnadu, India

 Masters Diploma in Software Engineering 

Additional Qualification


 2007- 2008                      Associate of Company Secretaries      

             Delhi,        India

 (ACS)     Intermediate  (Pursuing)

IT SKILLS


Windows and office tools

· Ms-office (Ms-word, excel,& Powerpoint)               Advanced
Accounting package

· Tally




               Basic
 

 Non-web programming languages

          


· C, C++
                                                                        Basic

PERSONAL INFORMATION 


Nationality                       
  
 Indian

Languages known           

 English, Tamil   ( Read and Write)

Understand and speak 
                Malayalam and Hindi ( Understand and speak moderately)

Interests


                Music & Reading

Date of Birth


 13th January 1975
Marital Status         

 
 Married 
Visa status 


 Husband’s sponsorship

STRENPERSONAL INFORMATION
STRENGTHS 


· Strong communication skills

· Fast learner

· Inter-personal skills

· Team player

