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Career Objective

To Work in a Progressive Organization that will give an ample opportunity to apply and enhance my talent-controlling skills and ability to contribute to the organization’s growth.


Work Experience

Institute: Radcliffe Group of Schools - Bengaluru
Designation: Senior Academic Coordinator
Duration: January 2022 till date

· Responsible for effective curriculum delivery, the achievement of departmental goals, learning outcomes, and ensuring the teachers meet the targets and benchmarks.
· Spearheading and managing programs, ensuring everything run smoothly and efficiently.
· Manage hiring and orientation of new staff.
· Collaborate with faculty to conduct new student and monthly teachers’ workshop.
· Coordinate for internal and external competitions.
· Develop and manage comprehensive academic support program.
· Provide guidance to students on academic goals and educational issues.
· Work with parents, teachers, and counselors to address students’ behavioral, academic and other problems.
· Assist in updating lesson content and instruction methodology.
· Assist in developing of training modules and programs.
· Coordinate with teachers and Head Office to develop lesson plans and materials.
· Monitor teachers’ classroom teaching and review new curriculums and classroom materials with teachers individually or in group settings.
· Develop and manage a comprehensive academic support program.
· Ensure timely conduct of monthly Events and Celebrations.
__________________________________________________________________________________

Institute: Patel Public School
Duration:  July 2017 till March 2021
Designation: Academic Co-ordinator for Higher Primary School

Roles and Responsibilities:

· Plan and implement educational curriculum.
· To create an effective learning experience for students.
· Build relationships with parents and to ensure that students have adequate learning materials, classrooms and teachers.
· Ensuring lessons are being conducted as per Lesson Plan
· Correcting Notes of Lesson
· Ensuring discipline in the campus
· Training teachers with creative way of teaching
· To facilitate the long-term development of creative teaching and learning at a structural and systemic level, using the Creative School Development Framework and other resources
· Facilitating the inter-classroom observations.
·  Facilitating Mentor Teacher cohort meetings.
· Act as liaison between parents, coaches, students, administrators and teachers.
· To attend planning, evaluation and networking meetings

----------------------------------------------------------------------------------------------------------------------------------
Company:  ANZ Bank
Duration:  27th April 2009 till 14th May 2010 and July 2014 till November 2015		
Designation: Senior Analyst (taking responsibilities of Process Lead and Quality Controller)
Process:  Wealth Operations
           
Roles and responsibilities:

· Conduct Quality checks (Audit) for the entire team.
· Giving feedback to each team member on their quality scores.
· Provide floor support to the team.
· Preparing the Weekly Dashboard and presenting it to Clients and the Management.
· Discussing process issues with clients.   
· Training the new joinees.
· Pulling reports and allocating work for the team.
· Email scrubbing.
· Assigning Remedy tickets to team members.
· Monitoring Remedy tickets and Generic mailbox.
· Monitoring and discussing new Kaizen ideas with the team.



Awards and Recognitions:
Was a frequent best employee Award Winner
Best Kaizen Award Winner

-----------------------------------------------------------------------------------------------------------------------------------

Company  :    Standard Chartered Bank
Duration   :  22-December-2006 till 05-April-2009
Designation :  Portfolio Relationship Manager

Responsibilities:

· To maintain a portfolio of 250 Customers of Bank
· To provide end to end resolution to portfolio customers
· To check CASA balance
· To maintain good relationship with portfolio customers
· Bring new business to the Bank
----------------------------------------------------------------------------------------------------------------------------
Company	  : Magus (Hutch)
Designation      :  Customer Dialog Executive
Duration     	  :  24th July 2006 till 11th November 2006

Responsibilities:

· Worked on Dailer for Service process.
· Task involved is to make sure new customers are transferred successfully for a sign up from different retailers.
· Ensure complete Floor support
· Aid new joinees on Floor
· Handle Escalation calls

Qualifications: B.Sc., B.Ed
 
Technical Skills:

·  MS Office
· MS Word
· MS Outlook
· Internet savvy

Other Qualifications:-
· Have Cleared the Senior Type Writing Board Exam
· Was Handling Excellent Tutorials from Class V till Class X (especially Maths and Science) from December, 2015 till May, 2017.
· Completed Diploma in Computer Application.


Personal Details:
Husband's Name        	: Syed Ameenuddin
Date of birth			: 01-09-1985
Languages Known		: English, Hindi, Kannada, Telugu & Urdu   
Interests			: Travelling
Marital status                          : Married


In lieu of the above, can intervene in the school’s responsibilities in the below activities:

· Can plan and implement educational curriculum
· Can create an effective learning experience for students
· Ensure field experience as a Relationship Manager in accordance with tenets school
· Develop a creative learning community across the school
· Can also act as a first face of the school to parents with good communication skills.
· Act as a facilitator in school
· Coordinating in-school placement arrangements
· Efficient to draft and type correspondence, reports, and other documents for the School
· Can liaise with parents from exclusion.
· Will ensure the school's customer care standards are met and adhered to.
· Can draft any school correspondence as per guidelines at the fastest of fingers.


                                                                         DECLARATION						

I hereby declare that all the above-furnished information is true and correct to the best of my knowledge and belief.
Date:                                                                                                                                       (Saira Banu)
Place: Bangalore.

	     	        
