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R. Tara Ashwini 
Flat No 125, Shri Balaji Ocean Apartment
Narayanaghatta, Opp Yash Farms				Email:  rashwini86@gmail.com
Bangalore -560 099						Mobile:+91-9620060707		                            

Professional Summary 

A motivated Graphic Designer with a passion for understanding of information, industries, and business trends into value. Ability to interact productively with people in different situations. Good communicator with demonstrated success in building relationships. 

Educational Qualifications

· SSLC in the year 2000 from Karnataka State Secondary Education Board
· Diploma in Printing Technology in the year 2006 from Bangalore University
· BSc IT from Karnataka State Open University 

Work Experience

Current Organization		: 	The Amaatra Academy (PES Educational Group)
Duration			: 	June 2023 - till Date
             Designation			:	Admin Executive


Job Summary 

Sats & U-Dise Plus Online Work
 1st Standard Students Enrolment in Sats & U-Dise Online Entry 
 Students Attendance Updated In Sats Online
 Teachers Data Entry in Sats
 Teachers Attendance Updating
 Admission Through TC In Sats 
 Promotion For All Students in Sats & U-Dise Plus
 Sats Online TC Issued 
 New Admission Students Pen No. Import to Our Portal
 Pen Number Follow up
 Udise Plus Progressing Activity Upation
 Promotion Activities In U-Dise Plus Portal
 Tc Issued In U-Dise Plus Portal

OTHER’S RECORDS WORK
 Prepared Bonafide Certificates, Linguistic Certificates & Domicile Certificates etc.
 Handling Parents
 Maintaining Students Database, IA Marks Records, Admission Records etc.

Previous Organization		: 	ISBR Institutions
Duration			: 	Mar 2019 - June 2023
             Designation			:	Asst. Admin Executive & Asst. HR 

       
Job Summary 

Adeptly handle administrative matters including screening calls, managing calendars, and planning meetings, making travel arrangements, composing documents, and assisting HR activities 

· Managing administrative and clerical tasks
· Preparing and editing letters, reports, memos, and emails
· Arranging meetings, appointments, and executive travel
· Maintaining Students Database, IA Marks Records, Admission Records etc.
· Managing Fee Collection Drive

Recruitment:

· Effectively handle the background verification of employees at the time of recruitment.
· Complete the joining formalities for the new employees as per the institution policies and sending welcome mail for new joiners 
· Preparation of offer and appointment letter
· Inform IT department for ID card and registering biometric attendance of new staff
· Coordination of interviews and updating recruitment tracker 
· To prepare and update master database of employees as per regulatory requirement. 
· Personnel files to be updated and well maintained
· Creating official email ids of faculty, staff, and students & resetting the passwords as per the request

Performance Appraisal:

· Preparation of annual increment letters and update the revised salary 
· Filing the acknowledged copy of the revision letter in respective individual files

Employee Engagement: Celebration of employee birthdays, arranging for cake and sending birthday greetings mail.

Inspections/Audits/Accreditations:

· Responsible to participate in all the inspections/audits/accreditations for HR department
· Updating NBA Criteria files on monthly basis

Employee exit:

· Ensure a smooth exit to all the employees who resigns as per the Institution policy
· Ensure a proper handing over process is carried out. 

· Previous Organization		: 	MPS Ltd
Duration			: 	Sep 2014 - Sep 2016
Designation			:	Sr. Graphic Designer 

· Previous Organization		: 	MacMillan Publishing Solutions
Duration			: 	June 2006 - Jun 2013
  	Designation			:	Graphic Designer

Job Summary 

MPS is a one of the leading organizations, which provides services in the field of printing & publishing media in the industry. The Key client are from UK & US based Yellow pages advertising. The Key responsibility in this process entitles an in-depth analysis Graphic designing, which includes

· Designing of layout
· Content creation
· Editing of advertisements based on the specifications provided by the client

Professional Skills

· Proficient in Adobe Illustrator, Adobe Photoshop 
· Proficient in photograph restoration 
· Website design & Print Advertisement
· Customized Template Design 
· Microsoft Office 





Personal Skills

· Quick learner with ability to grasp details
· Enthusiastic to learn new things
· Superb Eye for Details, Good team player, we can do together attitude.
· Effective time management and prioritizing the work

Personal Details
DOB			: 03-11-1986
Marital Status		: Married 
Languages Known	: Kannada, English, Telugu, and Tamil
Interest & Hobbies	: Listening to music, Reading Books, Surfing Internet & Playing indoor Games
Present Address		: Door no 125, Shri Balaji Ocean Apartment near Narayanghatta, Opp Yash Farms	                            Bangalore - 560099 





Tara Ashwini R
Date: 29/5/2025
3

image1.jpeg




