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CAREER SYNOPSIS

· Young, energetic and result oriented professional with 2 years of hands on experience in Office Administration and Management 
· 5+ years of experience in Training Nurturing and Handling Students for English and Foreign Languages 

CAREER HISTORY

Academia
 English   Training   Academy /Excel   Academy
(Mumbai – India)
(Mar’10 – Date)
Position: (English and Foreign Language Trainer and Translator)
· Shared plenty of Resources for the English language learning process and checked on the same about the progress 
· Initiated and Developed the Curriculum according to International Standards 
· Assisted and Placed students according to their level 
· Used electronic listening equipment when prompted 
· Reached out to students residence for Training purpose 
· Trained students for DELF, DIE Exams, Canadian Immigration (French Language) and International Boards (Spanish and French) 
· Since the students only required the Italian language for Travel Purpose, I arranged the classes according to the CEF with special emphasis on Spoken Language. 
· Translated documents from English to Spanish and Portuguese 
Speakwell Enterprises Pvt Ltd . (Mumbai - India)                    (Mar’08 – Mar’10)


Position: (Senior Faculty)
· Trained Students in English Grammar, Voice and Accent and Public Speaking on Demand by students according to local standard 
· Helped in sharing inputs with other teachers for enrichment of teaching 
Ameri Cares India Foundation (Mumbai - India)  (May’06 – Mar’08)
Position: (Office Manager)
· Provided effective and timely administrative and other support to ensure the smooth running of office processes, admin and supply of office equipment 
· Dealing with US clients regarding operations in Mumbai 
· Provided support between senior/executive management and other personnel both within the organization and external business associates 
· Preparing the Account statements and Salaries by way of Tally 7.2. 
· Control of office budgets, including petty cash and cheque management, approval of vendor invoices, etc 
· Supervise and monitor the work of clerical and secretarial staff and manage the day to day office admin 
· Prepare internal and external correspondence, emails and faxes 
· Prioritize and distribute incoming and outgoing emails 
· Any other administrative duties or special projects as necessary 

ACADEMIC /EDUCATION DETAILS

· Master of Commerce specialized in Management Studies from University Of Mumbai in the year April 2005. 
· Bachelor of Commerce specialized in Financial & Management Accounting from University Of Mumbai in the year March 2003. 
· Spanish Language Certificate B1 from University of Salamanca 
· Italian Language Certificate B1 from Indo Italian Chamber of Commerce 
· Basic Course in MS Office and Public Speaking 
· French Language Certificate A2 from Alliance Francaise De Bombay 

PERSONAL DETAILS

Date of Birth:
13th February, 1983
Languages:
English, Hindi, Konkani, French, Spanish and Italian
Hobbies:
Listening to Music, Dancing, Learning New Languages
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