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SULOCHANA G S   
Mobile No: +91 - 7026579733
                                                                               E-mail Id	: sulochanajyothi23@gmail.com

OBJECTIVE:
   To work in a technically challenging Environment and to be a useful employee to the organization, thus filling my growth towards excellence and also to work in an environment where challenge is demanded and rewarded.
ACADEMIC   QUALIFICATION:
	Examination
Passed
	Institution/School Name
	University
	Year of Passing
	Percentage

	M.Com
	Grow-Tech Educational Trust
	Dr. C V Raman University
	2015
	70.07%

	B.Com



	Government College for Women
(Chintamani, Chikkaballapura District)
	Bangalore University


	2013



	81.57%




	II P.U.C.


	The National P U College (Bagepalli)
	Bangalore
University

	2010


	80.16%



	S.S.L.C.
	
Government High School (M.Nallaguttapalli, Bagepalli)
	KSEE Board
	2008
	70.24%



WORKING EXPERIENCE:		
1. Organization             : THE INTERNATIONAL SCHOOL BANGALORE (TISB)
     Designation 	        : Data (Isams) And Exams Administrator 
     Duration                   : 01/10/2021 to till date
Job Responsibilities:
Examinations 
· Preparing the examination schedule – collating details shared by coordinators and writing the examination schedule document 
· Preparing the invigilation schedule  
· Preparing student lists for rooms  
· Supporting the Examinations Officer in the logistics, preparation and implementation of examinations 
· Supporting IGCSE and IBDP Coordinators in the student registration process 
iSAMS 
· Updating the email address of all new students in Student Manager 
· Making form lists for senior school at the beginning of academic year (working with Admissions) 
· Adding students to teaching sets - before the start of new academic year and when a new student join 
· Collating information from the MFL online entry form and preparing grade wise MFL list (working with the Admissions office to maintain updated list) 
· Updating the IGCSE and IBDP subject choice form entries with interview notes and communication received to admissions. 
· Weekly manual update of TISB working calendar in Outlook from Calendar Manager  
· Preparing reports from iSAMS when requested by staff 
· Assist staff entering data onto iSAMS 
· Creating isams account and training new staff in isams 
· I have an idea of options Software and timetable software 
· [bookmark: _GoBack]Trained in isams software modules s
 
 
 
Portals 
· Supporting parents in activating, resetting, and gaining access to the Parental Portal 
· Managing Student portal module – Sending password reset links, enabling accounts, creating student portal accounts for new students 
Admissions department 
· To support the Admissions department during the holiday cover 
· Link with the Admissions department to ensure data is updated and maintained in iSAMS 
· Aid the Admissions department in the uploading of documents and data 


2. Organization             : OAKRIDGE INTERNATIONAL SCHOOL
Designation               : Academic Assistant (IB MYP and IBDP)
Duration                    : 22/06/2016 To 17/08/2021
Job Responsibilities:
· Time table creation – MYP and IBDP segment (Assisting in whole school time table)
· Mapping time table into LMS tool 
· Assisting in the Examination process 
· Daily allocating Substitutions for Absent Teacher, informing the substitution’s duties to teachers by taking their signatures and updating the same in Time Table Tool.
· Enrolling New Join’s Student Details in Student Tracking System in Karnataka website.
· Create Links on WTR, share with teachers and have rigorous follow-up on the same.
· Sharing Month End Reports and Weekly review to the respective heads.
· Maintaining Attendance of Teachers and Students.
· Arranging substitutions for Teachers.
· Making Dashboard and Google drive entries of students marks in various exam related to Class works, homework, Assignments, Projects, Trials, Cyclic test and Summative Assessments and Formative Assessments.
· Preparing Time table.
· Maintaining academic and events calendars on Monthly basis.
· Weekly basis maintaining Stay back of teacher’s list to the transport department.
· Arranging the classroom setup for exams and preparing invigilation duty for the same.
· Printing Question papers and sharing date sheet with respective teachers/coordinator.
· Maintaining the list of events and programs, making the setup and having documents for the same.
·  Collecting and maintaining the list of students on their interest based on Languages, and Sports.
· Maintaining the master list of Students full details.
· Invigilation Duties.
· Maintaining indent list of stationaries for academic usage.
· Facilities and maintenance work related to MYP and IBDP classrooms. 
· IB manage back related work

3. Organization                : DION GLOBAL SOLUTIONS LTD. 
       Designation                  : Process Executive 
       Duration                       : 16 /12/2014 to 22/12/2015



SOFT SKILLS:

· Hardworking & Dedicating.
· Excellent Analytic and Problem Solving Skills.
· Can co-ordinate well and create friendly environment.


         PERSONAL DETAILS
Marital Status		:	Married
Sex			:	Female	
D.O.B			:	22nd June 1992
Nationality		:	Indian
Hobbies		:	Watching movies and listening to songs.
Languages Known	:	English, Kannada, and Telugu. 
Present Address	:           Ms. Sulochana GS,
				Mithila Enclave, Opposite to TISB School 
				Near Dommasandra circle, Varthuru main road Bangalore-
				 Karnataka-562125
					

                                                       
DECLARATION:
	                  All the particulars furnished above are true to the best of my knowledge. Testimonials in support will be presented as and when required.

Date	:   								 
Place     :    Bangalore													                            	       
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