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OBJECTIVE
 
Seeking a position to work hard, gain knowledge and experience in the respective work place and also upgrading with latest technologies, work ethics and open to learning to serve your esteemed organization.       
   
PROFESSIONAL EXPERIENCE	
Name                 :  ALLEN CAREER INSTITUTE PVT LTD –BANASWADI CAMPUS
Designation   : Cluster Manager overseeing 3 centres’—Banaswadi, Hebbal & Jalahalli ASSISTANT MANAGER 
Duration	      : From DEC 2014 till DATE.

Name                 : SRI CHAITANYA PU (+2) COLLEGE-BANASWADI
Designation       : PRM IN ADMINISTRATION
Duration	      : From DEC 2013 till DEC 2014.

Name                 : Sapphire Global Consulting Services Pvt Ltd
[bookmark: _GoBack]Designation       : Center Manager
Duration	      : From Jan 2013 till Oct-2013.
· Worked with the respective reporting manager towards ensuring the centre profitability.
· Generate walk-ins through various marketing activities (Posting ads, addressing the web enquiry, E-mailing, Cold Calling, SMS, Mailers Etc…)
· Meeting the enquiries and counselling the candidates regarding the Modules based on their educational qualification and the Domain experience.
· Convincing the enquiry with an appropriate Module that suits his/ her academic qualification and further enrol for the course.
· To follow up with the enquiries and increase the rate of conversions.
· To handle the walk-in enquiries effectively by regular following up with them for enrolment.
· To meet the Registration / Admission targets for the month.
· To assist the management centre in further collection from the registered candidates.
· Arranging the Real time consultant as per the Modules and arranging the classes.
· To ensure the student - faculty co-ordination till the completion of the course. 
· Assist the Placement activates [co-ordination between the student and placement team]
· Forwarding the sample resumes & Sample FQA for preparing for the interviews for the students.
· Taken the initiatives of self study based on the job need and to implement what has been learnt
· Worked towards building and maintaining the brand image of the company
·    Updated daily reports to the Reporting manager as per the specified format. Or any report asked as and when needed.
· Maintained   and updated the notice board regularly and all the needed registers & files as per the process.

Name                :  Your Kids ’R’ Our Kids (India) Education Pvt Ltd
Designation      :  Center Manager
Duration	     : From Feb 2012 till  Jan 2013
Job profile         :   
· Welcomes inquiries from prospective parents and converts inquiries to registration.
· Follow up on enrolments
· One- on- one admission counselling to diverse populations is an important responsibility of this position
· Manage ongoing strategic communications with HO including email, print and other media. 
· Maintains correspondence with applicants and appropriate records and files 
· Daily monitoring and controlling of front office and back office work areas.
· Up keep of preschool premises-security and cleanliness
· Coordinate with teachers and assistant teachers on daily basis
· Control over outsourced process related to canteen (if there), transport (if provided) security housekeeping material acquisition.
· Duty allocation for scheduled annual events (prepare daily work matrix)
· Space management for management sponsored and or external events
· Assist in preparation of administration budget and supervise thorough budget control 
· Lesson observation and responsibility for curriculum transaction
· Effective time management of the preschool calendar
· Organize open house meets with parents
· Evaluating the standards of teaching and learning in the school 
· Supervise and participate in the conduct appraisal of all teaching staff.
· Facilitate in KRA decision making of staff
· Ensure the monitoring and recording of student progress

Name                :   New Baldwin Residential School (ICSE), Bangalore, Karnataka
Designation      :  Admin Co-ordinator
Duration	     :  From May 2011 to Sep 2011
Job profile         :  
· To participate in the development & administration of the Institution.
· Speak and behave in a professional manner with staff, children, parents, visitors, service people
at all times.
· Answer intercom, answer phone, take messages, forward calls as necessary.
· Escort visitors to appropriate destinations as needed.
· Maintain files of "originals" and "extras" of school documents and memos.


School Name     : St Mary’s International School (ICSE), Chikmagalur, Karnataka
Designation      :  Teacher / Admin
Duration	     : From 01 June 2009 to May 2011 
Job profile         :  
·  Teaching Primary level students  on  English, Computers & Mathematics subjects
· Preparing Lesson Plan for the subjects
· To assist in the development of learning materials, preparing schemes of work and 
maintaining records to monitor student progress, achievement and attendance
· To participate in the development, administration and marking of exams and other assessments
· Provides a positive environment in which students are encouraged to be actively engaged in the learning process.
· Communicates effectively, both orally and in writing, with students, parents, and other professionals on a regular basis.
Company Name: Quick Jet – Cargo Airlines 
Designation      : Administrative Assistant
Duration	    : From 2005 - 2008
Job profile       : 
· Management of the front desk
· In charge of all front desk operations
· Attending incoming and outgoing calls
· Transferring of calls to various departments
· Responsible for dispatching courier mails and keeping a record of them
· Coordination of ID and other visitors cards
· Distributing inwards documents received
· Responsible for payments of bills
· In charge of utilities and maintenance of furniture
· Responsible for booking of services for the company
Company Name: Visa Tours & Travels 
Designation      :  Travel Counsellor
Duration	     : From 1998 – 2000 (Re-joined in 2003 – 2005) 
Job profile        :
     
· Attending incoming and outgoing calls
· Responsible for floating of company email
· Attending to the queries of walk-in-clients & Corporate.
· Booking of Domestic and International Flight Tickets through Galileo software package  
· Hotel reservation and Car rentals (Domestic)
· Browsing the Internet to enhance & evolve with the latest happenings in Travel and Tourism Industry.

Company Name: Shopper’s Stop 
Designation      : Sales Assistant  
Duration	     : From 1995 – 1997
Job profile        :    
· Greeting customers who enter the shop.
· Assisting shoppers to find the goods and products they are looking for.
· Being responsible for processing cash and card payments.
· Answering queries from customers.
· Reporting discrepancies and problems to the supervisor.
· Giving advice and guidance on product selection to customers.
· Balancing cash registers with receipts.
· Dealing with customer refunds.
· Responsible in dealing with customer complaints.
· Working within established guidelines, particularly with brands and achieving said targets
· Attaching price tags to merchandise on the shop floor.
· Keeping up to date with special promotions and putting up displays.
EDUCATIONAL QUALIFICATION

· Under Graduate (PUC –Commerce) (Mathematics, Statistics, Commerce, Accounts)
1995- Secured 70% from B M S First grade College, Bangalore University.
Additional Courses

· Diploma in Airlines Travel Tourism Management from IITC
· Secured 93%(1997)
· Basic Central System from Galileo, 
· Secured 85% (1999)
· Secured 93% (2007)
· Diploma in Document Production from Galileo, Secured 85%(2007)                                          
PROFESSIONAL STRENGTHS
· Approachable
· Accepts responsibility and is self-motivated
· Result oriented 
· Leadership skills
· Multilingual
· Time Oriented task accomplishment
· Ability to deal with people diplomatically


COMPUTER KNOWLEDGE

· Basic course and user of Windows XP ,2003 & 2007

· Internet, Microsoft Excel, Microsoft Word, Power point presentations


PERSONAL DETAILS

                    	Date of Birth		: 08 July 1977
          Husband’s Name	 : Kumaresh Babu .N
Marital Status          :  Married
Languages Known	:  English, Kannada, Hindi & Tamil 
Residential Address	: No.66, Flat no 201, Second Floor,
  “VICTORY ANANDAVANA”, RKBR Enclave Street, 
Banajara Layout,   Horamavu Main Road,
                                         Bangalore 560043, Karnataka.
DECLARATION

I hereby declare that the above furnished information are true and correct to the best of my knowledge and belief.
	                                                                                                [P N SHARADHAMBAL]
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