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Personal Objective:
Personal Attributes:
Academic Qualification:
Computer Skills:

 Working Experience:

Languages Known:

Hobbies:


[image: image1.png]












Satwa, Dubai, U.A.E






































     Aim to be a part of an organization that provides an opportunity to work in a team in tune to the latest trends for the growth of the organization and my career.





Friendly and Approachable


Highly Creative


Good Communication Skills


Fast Learner and Committed to Excellence


Well adapted to pressures in work places








S.S.L.C from Milagres English Medium School, Karnataka Education Board in the year 1996.


P.U.C from Milagres Pre-University College, Karnataka in the year 1998.


T.C.H from Sacred Heart Teachers’ Training Institute, Bangalore in the year 2001.


Bachelor in Arts from Mysore University in the year 2008.


Diploma in Information Technology from Manipal Institute of Computer Education in the year 2008.





Basics of IT, MS-Windows XP, MS-Word, MS-Excel, MS-PowerPoint, MS-Access, Tally 9.0 VAT enabled, Internet, FrontPage and MultiMedia.





       Job profile:


Supervise students in the classroom.


Teaching and Supervising Workshops in English and Mathematics.


Maintenance and In-charge of materials, tools and equipments for the workshops.


Assisting co-teachers in their work.


In-charge of e-learning, i.e., delivering lessons using MS-PowerPoint, Radio, etc.


In-charge of Computer Education for the lower section students.


Handled the Parent-Teacher Association as a Secretary for 5 years.


In-charge of Bharath Scouts and Guides at School Level for 5 years and at District Level for 8 months.








Worked as an Assistant Teacher in Milagres English Medium Higher Primary School, Kallianpur for 6 years.


Worked as an Assistant Teacher in St. Cecily’s English Medium Higher Primary School, Kallianpur for 6 months.





  








       Job Profile:


Handling the front office and office administration.


Manage and verify all office related documentation.


Answer phone calls, update database with accurate information and maintain records.


Update of accounts.


Control attendance register and maintain personal records of all employees.


Handling and verifying daily transactions to the bank, cash control and expense statements.


Handling general administrative duties like filing memos, typing letters, distributing mails, couriers and faxes.


Organize Basic and Advanced camps and call resource persons for the same.








Worked as a District Organizing Commissioner for Bharath Scouts and Guides District Association for 8 months.








English, Hindi and Kannada.





Reading, Painting, Preparing useful productive handicrafts using low cost materials.





Personal Details





Date of Birth: 20-08-1981


Nationality: Indian


State: Karnataka


Religion: Roman Catholic


Status: Married


Visa Status: Husband Sponsor


				














