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My aim is to find a remarkable position in Education Management; Community, Social Services, Non-Profit Administration or Government that will allow me to fully utilize the totality of my academic and professional experience.
Career Achievements
· Perceptive listener and clear communicator

·  Relationship and rapport builder

· Highly organized detailed-oriented personality

· Analytical and creative problem-solving

· Consistent, predictable, orderly and diligent

· Strong Team building and employee development capacity

· Proficient in Word, Excel, and data base management system
Work Experience
Admission Counsellor/Career Counsellor
· (1st December’08-till date)- Working as Sr.Relationship Excecutive/ Sr.Counsellor for Aakash Institute (A premier institute for Medical & Engineering Entrance Exams).
JOB RESPONSIBILITIES

· Counselling Students, Directing them towards their goals, Taking care of their requirements.

· Providing educational and career counselling to students interested in furthering their education
· Administrational activities
· File management & updation.
· Taking attendance & updating attendance register.
·  Taking students’ admissions, collection of payments & generation of receipts.
· Maintenance of admission reports via CMS (Client Management System).
· Maintenance of payment records via FMS (Fee Management System).
· Coordinating between Students & Teachers. 
· Conducting & Invigilating Exams
· Highly skilled in opening and distributing papers & other authorized materials to candidates.

· Possess great communication skills required to make announcements during examinations.
· Proven ability of guaranteeing that exams are carried out according to” The Examination Code of Conduct”.

· Highly experienced in actively invigilating throughout the examination to ensure no     unfair ways are used by students.

· Able to manage interruptions and solve candidate problems without disruptions
· Attending to Grievances
· Student Grievances & problem handling.

· Parent Grievances.
QUALIFICATION

	Degree/Certificate
	Institute
	Board / University
	Year of Passing
	% Marks

	B.B.A. Graduate
	MAHE/ SMU
	 Manipal University
	2006
	71%

	MBA (HR)
	MAHE/ SMU
	Manipal University
	2009
	63.25%


PERSONAL DETAILS
Date of Birth
:
09.02.1985
Language Known
:
English, Bengali, Hindi.
Marital Status                                   :           Married
EDUCATION GENERAL
· JULIEN DAY SCHOOL (Elgin Road) Kolkata, West Bengal, India.
· Passed I.C.S.E Class X in the year 2001.

· Passed I.S.C Class XII in the year 2003.
HOBBIES
· Painting
· Reading Thriller novels
· Listening Music

· Chatting with Pupil

