                                 Sania Mehta   
                                                     
                                                                                                                           602, EWS Vatika City, Sector 49 
                                                                                                                          Gurgaon 122018
                                                                                                                          Ph: +918447571572
                                                                                                                          Email:  saniamehta86@gmail.com

PERSONAL STATEMENT
 Currently looking for a full-time position in an environment that offers a greater            challenge, and the opportunity to help employer advance efficiently and productively.
WORK EXPERIENCE
Admissions: Support and Conversion Officer 

Lancaster University – UK (One Step Global India Pvt Ltd)
May 2025 to Dec 2025

Responsibilities:
· Branding University in different Agent Fairs.
· Attended agent fairs and event across different cities.
· Counseling students at events for admissions
· University branding and promotions.
· Contacting offer holders to understand the issues or any concern they have.
· Coordinating students to submit documents on time
· Getting student enrolled before deadline
· Working closely with students and faculty to understand any request or queries


 
Admission Manager:

      GLA University (Gurgaon Region):  Feb 2025- May 2025

Responsibilities:
· Counseling Students for all courses
· Branding University in Schools
·  Generating business for the company
· Achieving Daily targets for admissions
· Explaining Course structure to students
· Face to Face Consultations 
·  Checking all the require documents.
·  Helping students to prepare for assessment
· Getting Consultant Onboard
· Participating in Education Fairs.


Sr. Consultant:
      BAA TRAINING India Pvt Ltd: July 2023 – Dec 2025

Responsibilities:
· Consulting Students for Indian Cadet Programs.
· Counseling students over the calls
·  Generating business for the company
· Achieving Daily targets for admissions
· Explaining Course structure to students
· Face to Face Consultations for Pilot Career
·  Checking all the require documents.
·  Helping students to prepare for assessment
    Education Counselor
      Apeejay Education Society-   October 2020 – June 2023
Responsibilities:
· Manage end to end admission process; from course selection to settling confirmation in the University.
· Proofread students’ statement of purpose.
· Enrolled 50 students in 8 months in 30 different, and universities.
· Develop relations with the universities.
· Contribute to the marketing team for various seminars and marketing activities.

Education Counselor
College Dekho.com -   June 2019 – June 2020
Responsibilities:
· Counsel students regarding abroad education opportunities such as regarding Country, Course, Universities, and programme selection, and career planning.
· Advise students on application procedures, visa applications, applying for accommodation and preparing students for their studies in the overseas.
· Ensure admission and visa procedures along with accommodation and travelling done within deadlines.
· Provide accurate information regarding the study abroad programs, courses, colleges and universities and countries Germany and Netherlands.
· Provide all the information sought precisely by the parent and/or student. Clarifying doubts in filling up of form or doubts of any other nature.
· Share in detail about the course for abroad Education i.e. for Diploma, Bachelor’s, and Masters (all stream)
· Ensure parent/student leaves with a positive word of mouth which can bring more clients and increase referrals
· Stay updated about the various study abroad programs offered by College/universities and use the knowledge in helping students
· Help students with every detail from registration to fly to the host country.
· Maintain a proper database of students counselled, and applications sent to abroad

Associate
BRITISH TELECOM -   December 2016 to May 2019
Responsibilities:
· Worked for BASF process for all Telecom requirements.
· Handling Backend work for British Telecom.
· Worked on SR, BBR etc. for solving queries and disputes related to telecom.


Team Member
FIS Global Services -   January 2014 to November 2016 Responsibilities:
· Team member for 24 months.
· Client: American Express
· Handled back office work for Amex credit cards.


Education
· MBA (HR & Marketing) from SMU 2006-2008
· B. Com(professional) from G.N.D University Amritsar in 2003-2006
· Intermediate from C.B.S.E Board in 2003
· Higher sec. from C.B.S.E Board in 2001

