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Career Objective

· To attain a position of excellence in an esteemed organization and wish to work in a challenging and creative environment, with a strong aim towards achievement of goals and a desire to serve with all my intellect and determination.
Education
2000 - 2004

Bachelor of Computer Science (First Class)
Madurai Kamaraj University

India
Work Experience
August 2005 - April 2009 
SINDA (Singapore INdian Development Association)                                                                        Education cum Executive Secretary  


Singapore

Responsibilities:

· Organized SINDA’s first ever Seminar on Engaged Learning for school teachers. This entails from sourcing of venues, gathering profiles of prominent key speakers (Principal, Vice-Principal and Heads of Department), preparing power point slides for this seminar, sourcing for token of appreciation for key speakers and door gifts for teachers, negotiating with external vendors for venues, logistics and food menu. On an additional note, approximately 200 teachers attended this seminar.  
· Provided secretariat support to Managers and Director. This job scope entails arranging and scheduling meetings or appointments, organizing and preserving paper and computer files, managing projects, handling travel arrangements, performing research, preparing agendas for meetings, minute takings and distributing information through the use of telephones and emails.
· Assisted in preparation for internal and external evaluation and committees meetings.
· Provided statistics reports on the performance of Indian students in their landmark exams to the Management Board.
· Overseeing the database management system which includes reviewing the database on a bi-yearly basis, liaising with the R & D on the changes and ensuring that the database is accurate and running smoothly.
· Responsible in recruiting candidates for tutoring and administrative positions at tuition centres.  This job scope includes placing an advert in the paper on the type of job vacancies available, short listing potential candidates, interviewing them, confirming their placement and preparing their appointment letters.
· Prepared evaluation report on tutors and administrating staffs based on their performance for the particular year.
· Processed payroll for tutors and administrators. 
· Co-ordinate with the Centre Personnels to organize workshops & Educational tours for students. 
· Conducted routine audit checks on tuition centres to ensure quality of teaching is good & operation at the centre is running smoothly.
· Organized award ceremonies for students.
· Provided consistent excellent quality service by phone, in a professional and positive manner. 

· Involved in managing the client feedback handling system and reporting.
· Responsible in approving fee subsidies for students at Student Care Centres. 
· Timely updates of program details in the SINDA website.
· Maintaining internal records and reports.
Computer skills
· Well-versed in 2007 MS Office Package Skills (Excel, Word, PowerPoint and Publisher) 
· MS Project

· MS Outlook
Language Skills
· Fluent in both written and spoken English and Tamil
· Fairly Spoken in Malay (Singapore National Language)
Strengths
· Keen and positive working attitude 

· Excellent interpersonal and team skills

Personal Data 

Date of Birth

:  30th August 1982

Sex



:  Female

Nationality

:  Singaporean
Race


:  Indian

Marital status

:  Married
Previous Salary
: SGD 3000/- (equivalent to AED 8,000)
Expected Salary
:  Negotiable
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