CURRICULUM VITAE

SHEELA. N. S  

E-mail: shee_sheela@yahoo.com, Mob: 9902805463 / 8618697833.

OBJECTIVE

To obtain a challenging and professional enriching career involving communicational skills, management and implementation activities in an esteemed organization.

EXPERIENCE

1. GEAR INNOVATIVE INTL. SCHOOL, Bangalore.

Teacher




        
                  (July’ 2023 to till date)
“Gifted Education And Research Foundation found its beginnings in the year 1995. GEAR Innovative Intl School has over 20 years of experience in developing curriculum and are a Multiple Intelligences and Talents Development Gurukul. The vision is to build children’s future by meeting the educational needs of TODAY with the traditional wisdom of YESTERDAY and the technology of TOMORROW.

Summary of Responsibilities:

· Teaching approved national curriculum subjects to pupils, guiding them through what is arguably the most important stage of their education.
· I don’t only teach one or two specific subjects – instead, I teach different lessons on a broad range of topics.
· I use creative, interactive and engaging teaching methods to encourage pupils to actively participate in classroom activities and develop cognitive, numerical and verbal reasoning skills.

· Responsible for preparing lesson plans, and teaching pupils in accordance with the national curriculum with educating pupils in a fun and engaging manner, marking students’ work and providing them with necessary feedback, encouragement and support.
· I pay attention to each individual pupil’s progress and evaluate their learning abilities by setting assignments, periodic tests and homework projects.
· Take part in events and projects outside of the classroom, such as in school events, outings and activities which may take place at weekends or in the evening.
· Frequently attend meetings with other teaching staff, write reports, undertake in-service training.
· Organising the classroom and learning resources and creating displays to encourage a positive learning environment;
· Maintaining discipline, Motivating pupils with enthusiastic, imaginative presentation;

· Meeting requirements for the assessment and recording of pupils' development;
· Providing feedback to parents and careers on a pupil's progress at parents' evenings and other meetings;
· Coordinating activities and resources within a specific area of the curriculum, and supporting colleagues in the delivery of this specialist area;
· Liaising with colleagues to plan and coordinate work;
· Keeping up to date with changes and developments in the structure of the curriculum;
2. GENIUS GLOBAL SCHOOL, Bangalore.

Teacher



        

              (July’ 2018 to Mar’2023)
Genius Global School was established in the year 2012 with the view that education is the soul of the society. It is the kind of an External home that represents the light of spirit, knowledge and victory. 
3.SHANTINIKETAN TRUST SCHOOL, Bangalore.

Primary School Teacher




     (Jan’ 2013 to Apr’ 2018)
“Shantiniketan Educational and Welfare Trust” established SEI in 1982 with the aim of imparting Quality Education and Youth Empowerment is one of the renowned schools of Bangalore. With the concept of 3D’s that is DISCIPLINE, DEDICATION and DYNAMISM, SEI is running PUC, Degree, B.Ed and Management College.  The wide spread acknowledgement of the expertise in Education and Managerial Skill is the testimony to SEI’s commitment in this field. .

4.MORPHEUS IVF CENTER., Bangalore.

Center Co-ordinator-Admin



     (July’ 2011 to Jan’2013)
Morpheus IVF is an Indo-German Joint venture setting up an organized chain of fertility centers in leading cities of the country.  Our German promoters have extensive experience in the Fertility Management spanning over 2 decades, having performed altogether more than 30,000 IVF cycles till date through our various associated Fertility centers in Germany.  We bring this expertise to Indian patients seeking fertility treatment combined with the knowledge pool of leading Gynecologists from India.

5.ORACLE (INDIA) PVT. LTD., Bangalore.
Facility Co-ordinator



    (March’ 2007 to January’ 2010)
Oracle is the first software company to develop and deploy 100 percent internet-enabled enterprise software across its entire product line: database, business applications, and application development and decision support tools. Oracle is the world's leading supplier of software for information management, and the world's second largest independent software company. It was one of the first companies to make its business applications available through the Internet--today, that idea is pervasive. Now Oracle is committed to making sure that all of its software is designed to work together--the suite approach--and other companies, analysts, and the press are beginning to acknowledge that Oracle is right.

6. APW PRESIDENTS SYSTEMS LTD., Bangalore.

Executive- Admin.                    

             (October’ 2004 to February’ 2007)

APW President Systems Limited began in 1981 as President Systems, a small-scale partnership firm. In the first 3 years the company introduced Card Frames (sub-racks), 19" Floor Standing cabinets, Table Racks, Instrument Cases, and a whole host of accessories for each of these product groups. These were all made to the 19" standard and conformed to the DIN 41494 specification. Owing to the high quality levels achieved, design style, precision and workmanship, the "President" range of products quickly caught on and the company grew rapidly. 
The original partnership company was converted into a private limited company in the mid 80’s. A decade later, following sustained growth, a joint venture was formed with Vero Electronics of UK, a leading name in the 19” industry. In the year 1998 Vero Electronics was bought over by APW (Applied Power Inc.) of the US consequent to which the name Vero President Systems Ltd changed to APW President Systems Ltd. 
7. INTERMARKET (INDIA) PRIVATE LTD, Bangalore.

Executive- Admin. 


               (May’ 2003 to September’ 2004)

Intermarket [India] Pvt. Ltd is an certified company with an annual turnover of US $ 7 million and has been forefront of export operations in international.  Intermarket has offices in Bombay, Bangalore, Erode and manufacturing facility at Erode in the south of India.  The company is managed by a group of textile professionals with years of experience with top Indian manufacturers.  The company has 3 divisions namely Apparel, Home Furnishing, Institutional production).

8. OVERNITE EXPRESS LIMITED, Bangalore.
Executive- Front Office.  

                    (December’ 2002-April’ 2003)

(Overnite Express Limited is an ISO 9001:2000 certified company with an annual turnover of   100 crores and has been  forefront of courier operations in India for the last two decades with a network of  spanning over 1300 branches across the length and breadth of India).

Summary of Responsibilities as an Executive & Admin Co-ordinator :

· Allotment and usage monitoring of office phone facilities for employees.

· Management of office communication systems

· Stock monitoring and allotment for office supplies.

· Travel arrangements

· System administration 

· Courier and Cargo function

· Interacting with Vendors for courier, vans, car booking, food management, etc

· Asset Management: Upkeep of all Asset records & tracking of assets.

· Office equipment details and upkeep.

· General co-ordination/ administration tasks

· Generating various required MIS reports and sending it to the head office daily.

· Routine check on building maintenance and repairs like; Fire safety system, proper provision of services and utilities such as Transformer,  UPS, EPABX, Lifts, Fire Alarm, printers, UPS power and lighting distribution system, earthing stations. Etc 

· Co-ordinate with vendors to manage all outsourced facilities services/contracts and ensure quality and good value for money 

· Maintenance of office furniture, equipments, external facilities like vehicle parking, landscaping etc 

· House-keeping and Inventory Management, Building and maintaining good relationship with suppliers and service providers 

· Handle issues related to physical security 

· Handle all Purchase related activities 

· Maintenance of Company Vehicles

· Maintaining drivers, house keeping staff, security etc.,

· Maintains manager's calendar, makes appointments, and arranges for meeting rooms

· Assisting to HR Dept. in maintaining Employee Personal Files & for submitting the Monthly/ Half yearly & Annual Statutory Returns

EDUCATIONAL QUALIFICATION

· 2008 – 2009

: MBA (HRM) from Annamalai University
· 2006 – 2007

: PGDCA from Annamalai University                                      
· 1997 – 2000

: Bachelor’s Degree in Arts from NMKRV College, Jayanagar
· 1995 – 1997

: Typing in English (Junior & Senior) 

Proficiency in Computer
: Completed “O” level Computer course from Kenoics (Approved by Government of Karnataka), Software Testing.
Area of Knowledge
: MS Dos, MS Windows, MS Office (Word, Excel, Power Point) & Fox Pro, Tally6.3, D.T.P & Internet.
Interest & Activities
: Having interest in life & beliefs in living and enjoying every moment of the life.  Listening music, Craft works, building & maintaining healthy interpersonal relationship.
Characteristics Claims
: Hard working, Enthusiastic, Adventurous, Effective, Motivating Capacity, Dynamic & Pleasing Personality.  I will not let to go any opportunity to prove my worth & ability.
Reference
: Available on request.

Personal Information:
Husband Name

:
Sri. Sudhansu Sekhar

DOB


:
15-July-1978.
Sex


:
Female

Marital Status

:
Married

Nationality & Religion
:
Indian & Hindu.

Languages Known

:
English, Hindi, Kannada, Tamil, Telugu & Oriya.

