                THEJASWINI A M 
E-mail: amtejaswini30@gmail.com
Phone: +919686252368


Career Objective:

To be a part of a reputed and professional organization which provides a steady career growth along with job satisfaction and challenge so that valuable contribution can be made in the success of the organization in a manner that will be an example for others to follow.

Professional Summary:

· 3 years of experience in the field of administration.
· Organizing daily, weekly and monthly meetings with staff, students and parents.
· Possesses good communication and interpersonal skills.
· Proficient in Microsoft office and internet for research & official communication.


Academic Qualifications:

	
Examination
 passed
	
institution
	
university
	
Year of passing
	
% of marks obtained

	Diploma in Civil Engineering
	Government Women’s Polytechnic college, Shiralkoppa.
	
Bengaluru
	
2011
	
58.00

	
S.S.L.C
	Ranganatha high school. Malebennur
	
KSEEB
	
2008
	
66.08



Computer Literacy: 

· Good working knowledge MS-Office (Word, PowerPoint, Access, and Excel) & Internet.










Working Experience (3+ Years):

· Vydehi school of Excellence, Banglore
Designation- Admission Officer (Started in July 2023)

· Jnana Sagar Vidhya Mandhira - Bangalore: Designation:
Front Desk Executive cum Admission Counselor. (From Feb 2022- June 30th 2023)

· Dr.Yogiraj Dermatology and cosmetology Center, Bnaglore: Designation- Front Desk Executive
(October 2018 – September 2019)

  Details of work done:
· Attend parents’ queries and handle them politely.
· Council parents during admission & parent-teacher’s meet.
· To attend incoming calls and reply in soft and professional way.
· To fix appointments of parents, visitors, representatives of other organizations with the Principal or Any other authority person.
· Provide all necessary details to parents about the school.
· Follow up with the parents for admissions.
· Entries of incoming & outgoing students, visitors, interview candidate, peoples (suppliers, dealers etc.)
· To make entries of all incoming as well as outgoing calls regarding any query, suggestion or complaint.
· Maintenance of files, folders, Scholar registers in hard copy and soft copy.
· Maintaining important documents, records and files related to admissions in a proper and organized manner.
· To keep a proper record of staff attendance.
· Effectively organizing and prioritizing work duties. Able to effectively co-operate with colleagues to ensure goals and targets are met.












Interest and Hobbies:

Traveling, listening music, Writing Poems, Drawing and Reading

Present Skills & Attributes:

Strong analytical skills, quick learner, commitment towards continuous learning and ability to hold key positions & responsibilities.


Personal Details:

Father’s Name:	Basavarajappa A M
DOB:	30-05-1992
Nationality:	Indian
Language Known:	English, Kannada and Telugu

Present Address:	Whitefield, Banglore-87

Permanent Address:	Davanagere


Declaration:

I hereby declare that all information given is true to best of my knowledge.



Date: 

Place:Banglore	        (THEJASWINI A M)
