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Career Objective:

   To create a niche for myself with the blend of abilities, knowledge and qualification so as to deliver best out of me in the growth of the organization and to pursue a challenging and rewarding career
Personal Attributes:

Highly organized, efficient, flexible and versatile team player who will work hard and excel in any challenging environment. Dedicated and committed, willing to take on challenging roles, tough assignments and work to tight deadlines. 

Career Progression:
1. Programme Coordinator , Indian Institute of Management, Kozhikode September 2012 – October 2014)

Responsibilities & Achievements:
· Coordinating the Management Development programmes in the institute.

· Taking care of participants traveling and other hospitality needs.
· Preparation of Programme materials.

· Coordinating with faculties and other departments for smooth conduct of the programme.
· Certificate Issue of the Participants. 
· Ensuring programme rooms/ venues, equipment, catering arrangements, and other requirements are booked up or canceled in advance

·  Collect the feedback from the participants  following the programme and compile/communicate the same to the concern faculties 
· Coordinating the designing and printing of programme brochures

· Preparation of Management Development Programme  Calendar
· Provide general admin assistance and support to the department
2. Education Manager , Growing Stars InfoTech Pvt. Limited  (November 2011- August 2012 )
      Responsibilities & Achievements:

· Developing personalized Student learning Plans.

· Supervising tutors.

· Holding periodic conference with parents of students in the United States/other countries and sharing feedback.

· Managing Tutors, tutoring sessions and students.

· Dealing with billing transactions
· Managing a team of 30 tutors and 150 students.
· Time Management
  3. Academic Coordinator cum Faculty, IIKM Business School, Calicut (April 2010 - 
    October 2011)
   Responsibilities & Achievements 

· Maintaining of all the students record, faculty & staff records.
· Assigning work to all staff.
· Collecting of daily report from all staff.
· Counseling of student.
· Solving student’s issue.
· Arranging classes for all the courses.
· Checking whether the classes going properly.
· Arranging sub faculty incase of the lack of faculty.

· Maintaining hour based classes properly.
· Checking whether the portion is completed on the correct semester time.
· Monthly academic reportage to the HO.  
4. Executive Recruitments - Thomas Associates, Calicut (March 2008- August 2008)
Responsibilities & Achievements:

· Sourcing, Screening & Recruiting Candidates for the leading Companies across South India.

· Laisoning & Managing the Clients

· Planning and Execution of Recruitment activities as per the client Requirements.
Academic Credentials:
· MBA in Human Resource Management( Calicut University, India) 70%, 2010
· Graduation in Business Administration (Calicut University, India) 68% ,2008
· 10+2 (Higher Secondary Board ) 72% ,2005

· SSLC (Kerala Board) 52%,2003
Computer Proficiency:

· Microsoft Word

· Microsoft Excel
Personal Details:

Age & Date of Birth

 :     27 (16-05-1987)


     Languages Known

             :     English, Hindi, Malayalam,

 
Marital Status

             :     Married.
                 Nationality & Religion

 :     Indian, Muslim.
