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Esther 
Email: ether.381351@2freemail.com 

CAREER OBJECTIVE

Commanded respect always as one of the good employees of the company. Self-motivated and have a very positive work attitude and excellent interpersonal communication. Always looking forward to diversity, variety, and challenge in work. To obtain a respective position in a reputed concern, which would provide enough opportunities to attain professional excellence and sharpen interpersonal skills by posing a competitive environ to upgrade myself in the career through hard work and dedication.
SNAPSHOT

· Having an overall 12 years professional and resourceful experience in General Administration,  

     Facilities management, Procurement, Marketing, and Admission Counselor.
· Proficient in all rules and policies which are applicable to the job.
· Outstanding ability to promote and persuade the admission seekers.
· Skilled in briefing the whole procedure to the visitor.
· Excellent conversion rate of visitor in to student
· Cultivate the strong relationship with the clients
· Vast and qualitative experience in Office Administration, co-ordination with govt. / statutory / regulatory bodies, safety management and environment administration for newly constructed office buildings across assignments. 

· Accomplished in managing the entire organization of general administration functions such as Hotel, travel, transport, stationery, inventory control, cafeteria/canteen, housekeeping activities, Employee Accommodation,  telecommunication, maintenance of electronic security systems, fire fighting systems, event managements etc.

· A keen communicator with strong relationship management, organizational & leadership skills.

CAREER HIGHLIGHTS

Since January’13 – FIITJEE Ltd as Manager – Admissions & Administration, Chennai

November’07 till December ’12- Everonn Education Ltd as Manager- Administration, Chennai

May06- October07    NIIT- Prometric test center Administrator/Counselor, Chennai





     JOB CONTENT in FIITJEE Ltd

Counseling students & parents, handling enquiry over, conduction of exams, result announcement, pamphlet designing, manage all the center activities, Preparing reports for various activities, handling administration, petty cash, handling registration & enrollment process, back end office procedures, transfer cases, conduction of seminars for parents and students, and people and facility management.

Roles & Responsibilities
· Enquiry handling over phone and walk ins

· Meet the candidates and families who seek admission in Institute or come for enquiry.
· Explaining the advantages of the institute and guiding them for future career options. 
· Interpret the rules, policies, features.
· Provide support in the procedure of admission.
· Clarify the doubts related to admission and institution.
· Manage the data of visitors and admissions on daily basis.
· Individual or group Counseling Session with students and parents.
· To do online and offline registrations and enrollments

· Updating student’s data online

· Entering details about the payments received

· Generating the computerized acknowledgement.

· All the information is entered through sovereign application developed in dot.net which will be stored in the central server for further process.

· Announcing the results  

· Printing of score cards for students to analysis their performance which is given in detail.

· Tele – calling, Mass mailing of results. 
· To do enrollments

· Collect fee to enroll students for the program.
· Generate fee acknowledgement receipt by updating complete details of the student.           

· To conduct exams for students after they join the courses.

· Online exams like Brahmojos, My Pat online test portal
· Offline entrance exams for Olympiad, NTSE, KVPY, SAT & JEE courses 
· To visit schools for having a tie up for the course.
· To interact with the teachers about academic planning, PTM, Exams and any other academic related issues.

· To conduct seminars.
· To design pamphlets for our centre.
· Handle petty cash.
· To prepare various reports and maintain the records

· Daily basis report 
· Monthly report
· Cash registration report

· Enrolment Report

· Staff Attendance and Leave Records for salary process

· Follow up reports

· Student Absentees Follow up report

· Dishonor of Cheque’s report             
· To co ordinate with the centre activities.
· Taking care of all administration activity for the centre

· Taking care of facility management

· Handling of Rental Agreements and electricity, telephone, Broadband, CUG connections     

· Water, newspaper bills

· Asset control, Maintenance of Stock and stationary requirements

· Vendor Management             

· To handle transfer cases and formalities.
· Handle all backend office operations.
· Other responsibilities and tasks to be performed as asked by the management.
Worked at Everonn Education Ltd as Administration Manager - Nov 07 to Dec 13
          





Job Content
General Administration, Facility Management, People Management, Travel Arrangements, Ticket bookings for domestic and international travel, Hotel bookings, Accommodation arrangements, Guests Relations, Maintaining Petty cash, Maintained Electricity, Lift, Genset, Telephone(incl.EPBAX), Housekeeping, Security, Pantry, Garden, Guest Management, Couriers/Postal/Parcel, Annual Maintenance Contracts, Printing & stationery, Purchase of General Items, Vendor Management, Follow up the payment terms, Building repairs & maintenance, supervision of building renovation works, safety procedure, monitoring the working condition of office equipments,  Pest control system, Supervision of  office vehicle, parking allotment, Staff/workers facilities, Disposal management, Canteen Maintenance, Building statutory records, Man Management (office boys, Drivers, Security people, Housekeeping people, Maintenance people).

AREAS OF EXPERTISE/ EXPOSURE

General Administrations 

· Co-coordinating transport, cafeteria, housekeeping activities in the organization
· Managing corporate events like seminars and conferences, including supervision of the necessary arrangements for the events.

· Designing and preparing itenary for officers, managing their visits at different locations, ensuring on time booking and their comfortable stay at hotels. 

· Maintaining Genset, Electricity and Telephone lines, Mobile Connections and periodical renewal & monitoring the Annual maintenance contracts for all equipments.

· Taking  care of EPABX System, Telephone Instruments, Extension Lines, arrange for new connection and surrender formalities,

· Providing administration support related to  Security, Pantry and Garden, Couriers, Postal & Parcel, Disposal, Pest Control and payment Terms

· Implementing safety procedures through Fire drill, monitoring periodical refilling of fire extinguisher, maintenance of fire alarm system, smoke detector and hose reel system, emergency exit lighting, and First Aid box.

 Facilities Management 

· Supervising overall management of land acquisition and property sourcing matters encompassing sourcing and matters pertaining to land acquisition or leasing.
· Managing facilities in the organization, including office infrastructure, building, cafeteria, Company owned accommodation (like Guest House).

· Supervising the transport facility provided for employees and associates. Monitoring movement, maintenance and upkeep of vehicles.

· Outsourcing AMC contracts for the maintenance of office building, infrastructure, office equipment, machinery and other assets of the organization.

· Managing Company properties (Repairs, Maintenance, Payments, L& L agreements), organizing events, Time & Leave Management.

· Supervising all House Keeping activities, preparing a checklist of activities to be monitored daily / weekly / monthly / quarterly basis. 

Procurement/ Vendor management 

· Tracking & maintaining inventory levels for all items required and preparing material requirement plan as per the requirements.  

· Generating  purchase orders as and when inventory levels reach reorder levels

· Advance planning of purchase functions, involving cost estimation, contract negotiations & finalization for purchase of materials.  

· Assessing the performance of the vendors, based on various criterions such as quality improvement rate, timely delivery, credit terms etc.

· Procurement of stationary, travel tickets from vendors and handling the payments. 

People Management

· Receiving Guests, give them a general tour inside the office and make sure that their essential needs are fulfilled till their departure.

· Co-coordinating performance appraisals sessions, training programs and recruitment of workers in the organization.

· Ensuring maintenance of harmonious work environment and amicable relations between the employers & employees.
 Worked at NIIT Ltd as a prometric test center Administrator and Counselor - May 06 to Oct 07
 
Job Content
· Handling Sales and Marketing of the Centre. 
· Handling counseling sessions for the candidates to convince them to take up exam, scheduling exam in a given time slot, registration for the exams and conducting the exam.

· Handling cash and card payments. Settlement of accounts.

· Maintaining records of each candidate for future requirements.
· Attaining the given monthly target.

· Got rewards from the regional head and Centre head for getting double the target.

Achievements

· Have been given “Cash Reward” of 50000/- at FIITJEE ltd in the year 2015, 2016 & 2017 for giving consecutive top results.
· Have been rewarded as an “Achiever” at FIITJEE ltd in the year 2014 for doubling enrolments.

· Have received “Centre of Excellence” award at FIITJEE ltd in the year 2013 for being best in terms of sales and marketing.

· Have been rewarded as an “Achiever” at NIIT for achieving double the targets in the first year itself.

EDUCATIONAL CREDENTIALS

    
 BBA from Madras University, 2004 to 2007

 MBA from Madras University 2007 to 2009

  TECHNICAL CREDENTIALS
Computer skills

· Microsoft Office Package

· MS Outlook

· Exposure in Internet

· Certificate in MS Office Tools

· English Typing- 30 w.p.m

Knowledge of EPBAX

Knowledge of Fax operations

Knowledge of photocopier operations

PERSONAL PROFILE
Date of Birth

:  November 30th, 1985

Gender


:  Female

     DECLARATION

       I hereby declare that all the information given above is genuine and correct to the best of       

       my knowledge and belief.   

