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CARRIER OBJECTIVES

Seeking a challenging career in a progressive organization where there is ample opportunity to enhance my knowledge and skills, leading to growth within the organization. Strongly believe that I should be able to give more than what I take and should serve for the development of institution.

PERSONAL PROFILE
Well qualified in Bachelor of Education in Physical science from Jesus training Collage, Kerala, India & Bachelor of Science in Chemistry from Sree Kerala Varma Collage; Kerala; India. Having 5 years’ experience in teaching field and 3 Month’s experience in Tele calling. Currently working in UAE with a Real Estate Company, designated as Receptionist.

EXPERIENCES

· Receptionist Cum Office Assistant: -[22nd  May 2016  to till the time]
Real Estate; Dubai; U.A.E

Responsibility Handling:-

Encoding and filing of daily transactions, 

Securing confidential files.

Making appointments, 

Handling Incoming and Outgoing calls & E-mails

Counselling Customers to keen their interest

Preparing Tenancy Contracts.

· Teaching faculty Cum Students Counsellor:-[May 2013-April 2016]

Sree Gokulam Public School; Kerala; India
Subjects handled: - Chemistry,Science [Middle & High School

Responsibility Handled:-
Preparing lesson plans, teaching classes and evaluating student progress

Encouraging students and acting as teacher–advisors for students

Maintaining discipline in the classroom
    Preparing Report Cards of Formative & Summative Assessments
Running extracurricular sports, clubs and activities (voluntary)

    Communicating with parents about students’ progress
    Coordinating & Organizing the School events

    Counselling and motivating the Students to improve Educational and mental Setup

    House Mistress for the Inter school Competitions

· Teaching faculty:-[July 2011- March 2013]

St. Joseph’s C.G.H.S; Karuvannur.

Subjects handled:- Science, Social Science, English [Middle School]
Responsibility Handled:-
Preparing lesson plans, teaching classes and evaluating student progress

Encouraging students and acting as teacher–advisors for students

 Maintaining discipline in the classroom

Running extracurricular sports, clubs and activities (voluntary)
    Assisting the Selected Teams for the District & State Level Science Exhibitions
Communicating with parents about students’ progress
· Tele calling:-[ May 2009-August 2009]

Dot Net; Franchise- Idea Cellular Limited; Thrissur.
Responsibility Handled:-

Handling all incoming and outgoing calls

Counselling the Clients to keen their interest and introducing new schemes

Updating the Payments and follow ups

Encoding and filing daily Transactions
· Computer Teacher:-[1st July 2008 - 1st August 2008]

DesiyaVanithaSevakSamaj; Thrissur.
Responsibility Handled:

Preparing lesson plans, monitoring the Lab

Encouraging & Introducing activities to learn more about computer.

MAJOR STRENGTH
Highly Motivated

   Strong Analytical Skills

   Assertiveness

   Team Leadership

   Dedication
EDUCATION
Bachelor of Education in Physical Science- Calicut University- 2009-2010

Bachelor of Science in Chemistry- Calicut University- 2006-2009
CERTIFICATIONS
· BASIC COUNSELLING COURSE

Navajyothi Counselling Centre; Thrissur; Kerala.
Calicut University; 2012-2013

· DIPLOMA IN PSYCHOLOGICAL COUNSELLING
Winners World Foundation; Eranamkulam. Kerala

Calicut University; 2014-2015

· M.Sc PSYCHOLOGY

Bharathiyar University; 2014-2016. Coimbatore

(Course completed)

COMPUTER KNOWLEDGE


· COMPUTER TEACHER’S TRAINING COURSE (CTTC)&M S OFFICE

DesiyaVanithaSevakSamaj; Thrissur; 2007

ACHIEVEMENTS AND EXTRA CURRICULAR ACTIVITIES
· Prizes in Arts and Sports in school and college level competitions.

· Holder of second Rank in Basic Counselling Course.

· Holder of 3rd Position with High distinction in Diploma in Psychological Counselling.
· School House mistress for Arts and Sports.

· Student’s counsellor.

· School Program Committee Convener.

PERSONAL DETAILS
· Date of Birth
:

03/11/1988

· Marital Status
:

Single

· Nationality
:

Indian

· Languages Known
:

English, Hindi& Malayalam
· Hobbies
:
Reading, Driving, Tailoring, Gardening, 
Drawing, Painting, Glass painting, 
Emboss painting, Flower making, Jewellery making, Listening music, Dancing, Singing.

DECLARATION:-
I hereby declare that all the information given above is true to the best of my knowledge.
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