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Professional Summary
Highly skilled and resourceful person with strong skills in academic and student evaluation. Exceptionally knowledgeable in a wide variety of certification standards. Well trained at maintaining stellar student retention rates.
Core Qualifications
· Superior experience in proprietary education teaching.
· Exceptional knowledge of general education enrollment management and transfer requirements.
· Excellent knowledge of the Family Education Rights and Privacy Act and other federal regulations.
· Strong proficiency with Microsoft Office.
· Outstanding ability to evaluate student transcripts and other records.
· Firm interpersonal and communication skills.
· High motivational and career oriented.
· Proven ability to apply diverse teaching methods to a variety of student learning styles.
Experience
Administrative department 
Alliance Francaise de Delhi (Embassy school)
· Supervised all administrative financial and curricular program aspects.
· Directed program evaluations and designed strategies for program offering development.
· Cultivated strategic partnerships with administrators’ and faculty.
· Supervised academic process and contributed to  improvement planning.
· Tracked student progress across a variety of service programs.
· Prepared and submitted annual budget and related proposals and initiatives.
· Conducted  activities in coordination with Director’s Office.
· Ensure and conduct DELF international exams.
· Contribution in various seniors for the career counselling and achieved highest admissions.
· Maintain the quality in the education program.
· Ensure that students are correctly registered as per their age in the examination.
· Arrangements of meetings and classrooms for conducting the exams.
· Preparation of brochures and flyers for the promotion of the French language and culture.
Coordinator 
22/5/2015– 4/4/2022
Lovely Public Senior Secondary School
· Conducted faculty evaluations for Education Director as needed.
· Ensured compliance with accreditation standards for teaching the subject.
· Designed and led professional development programs and activities.
· Supervised faculty orientation and training.
· Attended various workshops of Social Science to learn how to develop the skills of effective teaching.
 
Academic head ( Chrysalis high school Bangalore 
· Dealing with students queries and providing resolutions to them.
· Explanation of the course in detail and taking charge of admission.
· Coordinating with other team members and working with team spirit.
· Preparation of charts and PPT of every single lesson.
· Developing skills and focusing on child education prospects.
· Creating attractive assembly skit to boost the confidence among children.
· Conduct role play activities to make learning more effective and easier .
·  Participated in coordinator training program and learnt with the team how to coordinate with different tasks.
· Ensured internal assessment and grades are managed in accordance with IBO guidelines.

Achievements:
Organised the administrative department tasks like ticket booking, transmission of the information efficiently.
Applauded by the management for meeting the deadline.
Education

B.com Pass(English, Accounts, Business Studies, Economics)
MA English (2nd division)
2022
B ed (MDU)(1 St division) Social science and English 
Early Child education and pedagogy 
Alliance francaise
B2 level in French 
Delhi
Bachelor’s Degree – Education
2007
Delhi University 
MA French 1st division 

