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Professional Objective


To pursue a challenging career in a professionally managed Organization where there is individual growth and professional development. Also to obtain a position within the management that will further develop my strong leadership and organization skills.

	Summary


Having 5 years of experience in Administration and teaching. A very good performance in high volume and environment with excellent written and verbal communication skills.
	Key Skills 


· Good communication and interpersonal skills, with proven leadership qualities.

· Supportive of colleagues and always willing to assist them when required.
· Self-disciplined, honest, energetic, hardworking and willing to accept additional responsibilities.
	Career Experience 


Organization: MANGALORE
Designation: Receptionist                                               April 2015 to February 2016
Job Description:
· Greet patients
· Register patients according to established protocol.
· Maintain and manage patients records
· Move patients through appointments as scheduled.
· Answer incoming calls and deal with inquiries.
· Schedule patient’s appointments.
· Respond and comply to requests for information.
·  Deal with incoming and outgoing post.
· Complete other clerical duties as assigned.
· Maintain stock of forms and office supplies.
· Ensure reception area is well maintained, neat and clean.
Organization: City Centre Hyper  Market –SALMIYA- KUWAIT
Designation: Cashier                                                        July 2014 to February 2015

 Job Description:

· Receive payment by cash, check, credit cards, vouchers, or automatic debits
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Greet customers entering establishments
· Resolve customer complaints
· Answer customers' questions, and provide information
· Calculate total payments received during a time period, and reconcile this with total sales
Organization: Sacred  Hearts’ Preparatory  School - MANGALORE
Designation: Assistant Teacher                                               June 2009 to May 2013
Job Description:
· Provide a variety of materials and resources for children to explore, manipulate and use, both in learning activities and in imaginative play

· Teach basic skills such as color, shape, number and letter recognition, personal hygiene, and social skills

· Organize and lead activities designed to promote physical, mental and social development, such as games, arts and crafts, music, storytelling, and field trips.

· Observe and evaluate children's performance, behavior, social development, and physical health.

· Establish clear objectives for all lessons, units, and projects, and communicate those objectives to children.

· Maintain accurate and complete student records as required by laws, district policies, and administrative regulations.

· Collaborate with other teachers and administrators in the development, evaluation and revision of preschool profile
Organization: Citi Financial  – MANGALORE
Designation: Admin Assistant                                  May 2005 to March 2007 
Job Description:
· Arranging the documents and filing them accordingly.

· Assisting to the Manager in the customer files analysis.

· Reporting the day to day files to the Manager

· Answer, screen and transfer inbound phone calls

· Receive and direct visitors and clients

· General clerical duties including photocopying, fax and mailing

· Maintain electronic and hard copy filing system
· Handle requests for information and data
· Maintain office supply inventories

· Coordinate maintenance of office equipment

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

	Academic Qualification 


· Diploma in Pre-Primary Education ( Montessori ) in 2009, St.Anns’ College
· Passed PUC in 2004, St. Agnes College Mangalore
· Basic Computer( MS Office) 
	Personal Details:


Date of Birth

:
15 June 1986
Nationality

:
Indian
Marital Status          :          Single 

Languages Known
:
English, Hindi, Kannada, Konkani, and Tulu
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Visa Status

:
employment visa 
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