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
Seeking challenging assignments in Office, HR Administration, & Front Office Management, contributing towards the objectives of the organization by utilizing my exceptional skills and experience, developing strong interpersonal relationships, broadening organization learning and development and assisting with management issues.
Personal Attributes

Work Exposure: Dynamic professional with international experience of working with multi cultural, cosmopolitan environment and also in catering to people with special needs, along with local language skills

Communication & Teamwork: Taking initiative in communication among team members by interacting with people from diverse cultural background, and building up excellent client and peer relationships.

Attention to Details: Displaying competency and paying full attention towards details, while ensuring accuracy and completeness of particulars, executing corrections on errors that occur and performing thorough reviews on necessary documents.

Analytical Skills: Having exceptional analytical and numerical skills with strong problem-solving ability, experience in completing comprehensive data analysis, and the ability to conceptualize problems and develop well-reasoned and integrated solutions.

Time Management Skills: Experience in working under tight deadlines to meet intraday targets, with the ability to manage multiple tasks within various projects with excellent time management skills.
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SUMMARY OF EXPERIENCE: Total work 9 years of experience (6 years international experience) in Admin/HR/Teaching.
At present working in public school. Managing administration work and as student counselor Worked as HR and Admin Assistant in BRADY Company Limited (MNC based Company)
Bangalore.

Project done on “Effectiveness of Employee Engagement” in BRADY Corp ltd., Bangalore 
Worked as Spoken English Trainer in different Schools

Worked In Sudan and Malaysia as teaching and admin related work

I was employed as student counselor and administrator in total child pre-school and Vagdevi Vilas preschool in Malaysia since 2008 to 2011

I was employed as fulltime teaching staff in ABC Language School teaching primary classes and computer basic courses to upper primary classes.
ADMINISTRATION HR

Providing a HR support service that includes recruitment administration, generating offers of employment, coordinating the induction process, including processing new starter packs and probation process, business travel arrangements.

Respond to first line queries relating to the organization’s HR policies and procedures, benefit scheme, general HR related queries and other ad hoc duties as required

Provide a full and proactive administrative support service; ensuring that all recruitment administration is completed accurately and on time and setting up recruitment files ensuring all corresponding documentation is filed accordingly

Respond to queries sent to the recruitment mailbox ,despatching conditional offer letters to candidates; carry out security, health and reference checks for all new starters, constantly reviewing the progress of new starter checks and chasing the outsource company as necessary.

Complete reference checks and provide managers with the personal file for sign off, drafting final offer letters and contracts and ensure recruitment file contains required documentation.
OFFICE ADMINISTRATION
Managing and controlling day-to-day operations of office environment. Taking complete ownership for providing smooth office facilities for efficient administration.

Capacity in multi-functional responsibilities, such as all administrative functions, facilities management, vendor management, Expenses & controlling, Travel arrangements, Bill processing and MIS Report Generation.

Monitor and track office level expanses and records in expanses tracker for necessary cost controlling and operational usage.

Look after the facilitations for meetings, interviews, appointments, events and other similar activities like travel Desk Management, Front office management, Visitors & Clients Queries handling.

Reviewing and sorting paper- based and electronic mail, identifying action required and takes action where appropriate.

Operating and managing important office equipment like fax machine, photocopier, printers, desktops etc. and also ensuring their timely maintenance through assigned vendors.

Organizing & Schedule internal & external meetings (conference call, Video conference involving a global audience) includes sending out meeting invites, booking of conference halls, positioning of stationery, projectors, arrangement of snacks , lunch etc.
Managing potential complex calendar/ diary activity, including coordination of appointments for executives as well and extensive rescheduling and keep executives informed as needed.
TEACHING

All subjects taught for classes from pre-reception, reception and 1 to 4. 
Teaching Computer Courses

Introduction the Computer (Software & Hardware) 
Windows (Operating systems)

MS Paint and Games for Kids 
MS Office

MS Word, Power Point, Excel and Internet.
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LANGUAGES
Fluent in English. Hindi, Kannada.
Arabic, Tamil and Telugu as Basic Communication.
OTHER CERTIFICATIONS AND PARTICIPATION

Participated in project of study on human development and the psychology of abnormal kids (teaching and learning methods) at lower primary schools, normal kids (teaching and learning methods) and the old-age home as in India. Final Project work case study was carried out in Chennai Mental Hospital, India.

Passed in Jr. Vocal exam by the Karnataka Drawing and Music Board Exams in India.

Passed in Junior and Senior Drawing exam by the Karnataka Drawing and Music Board Exams
EDUCATIONAL QUALIFICATION:
	Course

	Discipline

	Institution / University

	Year


	B.A

	Psychology, Human Development, Sociology.

	University of Mysore – India.

	2001


	CIC

	Certificate in Computing

	Indira Gandhi Open University – India

	1998


	MBA

	In HR

	KSOU

	2013/2014



PERSONAL DETAILS:
Date of Birth : 28.07.1977 Nationality
: Indian
Sex
: Female Marital Status : Married
