Vijetha Jayanna
Bangalore      

Voice : +919739555034

Email ID: vijetha.jirs@gmail.com
_____ ___________________________________________________________ 

Leading teams to achieve service delivery metrics, driving SLAs, analysing and taking proactive/corrective action on customer feedback, continuous process improvement
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Overview

· An accomplished and solutions driven professional with an enthusiasm to perform to the potential.

· Excellent 11 years of work experience in the areas of Team Learning and Development, Counselling, and handling events.

· Worked as the Team Leader at The Jain International Residential School & Arka Jain University -International Admissions.
· Worked as the Admission Counsellor at St. Paul’s English School.

   Worked as the Admission Counsellor at The Jain International Residential School.

· Worked as an Admission Manager at THE HDFC SCHOOL.

· Worked as an Admission Manager at Maya Academy Of Advanced Cinematics - MAAC.   

· Experience in People Management, Reporting, Workflow Management, Training, and Placements.

· Nominated as the Best Counselling Manager in two subsequent years 2015 and 2016.

· Focused and Diligent with strong commitment to Organization Values. 

· Experience in transition of process across all the MAAC centres in India through Tele-Presence and responsible for post process Transition Trainings and Stabilization.

· Recognized with many Performance Awards.

· Ability to support and sustain a positive work environment that fosters team performance with strong communication and relationship management skills.

SUMMARY OF WORK EXPERIENCE 

1) MAAC/ Maya Academy Of Advanced Cinematics from 2011 January to 2017 November.

2) THE HDFC SCHOOL from 2017 November to 2018 November.

3) THE JAIN INTERNATIONAL RESIDENTIAL SCHOOL from 2018 November to 2019 December.
4) St. PAUL’S ENGLISH SCHOOL from 2021 September to 2023 April.
5) THE JAIN INTERNATIONAL RESIDENTIAL SCHOOL from 2023 April to 2024 June as the Team Leader in International Admissions (Travelled to different Countries based on the Admissions whenever required)
6) .

7) 4

   ROLES & RESPONSIBILITIES

· Working as an Admission Manager, responsible to handle end to end activities like cash operations, Counselling Students, Follow Up, Placements, having chat with Corporate Firms on the Placements and other Ad hoc things.  

· Learning and Development, and Human Resources Management. 

· Conducting Action plans wherever there are knowledge gaps to make sure quality education is provided.

· Conducting meetings on weekly basic in terms of Deliverables, Targets, and Faculty Communication.

· Act as a control key person for increasing the sales. 

· Periodically appraising the Faculties performance in terms of quality teaching and make sure 100% Placements for all the students.

· Handling Escalation/Students Complaints/Incidents for the entire process.
· Accepted responsibilities like supervision of new joined students, and documentation.

· Initiate process improvement and quality reviews to simplify and improve productivity.

TECHNICAL SKILLS:

· MS-Office

· MIS (Management Information System)

LANGUAGES KNOWN: 

· English

· Hindi

· Kannada

· Telugu

EDUCATION:

· B.com - Bishop Cottons Women's Christian College, Bangalore.

· P.U.C - Bishop Cottons Women's Christian College, Bangalore.

· S.S.L.C – Sri Kumaran Children's home, Bangalore.

EXTRA CURRICULAR ACTIVITIES:

· Participated in Inter School and Inter College Volley Ball Tournament.

· Participated and won various Trophies in Volley Ball, Foot Ball and Hockey Tournaments.

· Listening to Music, Dancing, Chatting & Travelling.

· Collecting Currencies and Stamps.

DECLARATION:

I hereby declare that the information furnished above is true to the best of my knowledge.

                                                                                           (VIJETHA JAYANNA)

