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Objective:   
I intend to work as a teacher in a positive & challenging environment that can enhance my skills and motivate me more to fully utilize my potential in order to contribute to the organization both individually as well as a team.
I am very flexible and can adapt to any environment and have the required temperament to be a Team Player. I take up my responsibilities seriously and am a very curious learner. 
I strive hard to deliver on the expectation an organization has upon me.
Educational Qualification:

Pursuing B.Ed(English and Computers) from Bangalore North University

Degree:      Bachelor of Engineering in Information Science from Visveswaraiah Technological University.

SSLC and PUC from Karnataka Boards.
Work Experience:
1. Front Desk Executive in Greenwood High International School, Sarjapur road, Bangalore (August 2022 to Present) 
Roles and Responsibilities at Greenwood High International School

· Directing the parents in admission process briefly.
· Communicate to parents or students about the status of their application.

· Responding to the information requests- by mails or calls.
· Managing relationships with Parents pertaining to all their queries by calls & mails.
· Scheduling appointments for Principal and Co-ordinators with parents. 
2. Front Desk and Admissions Officer in Saandeepani Academy for Excellence, Sompura gate, Sarjapur road, Bangalore (Dec 2021 to June 2022) 
Roles and Responsibilities at Saandeepani Academy for Excellence

· Scheduling the parents for admission counselling session to brief about the wellness of the school.

· Evaluation of applications from prospective students interested in joining the school across all grades.

· Providing details or informative sessions to the students and parents.

· Communicate to parents or students about the status of their application.

· Responding to the information requests.

· Processing the student registration and payments made.

· Documentation of processed students as records. 
· Maintenance of student database.
· Updating the website with regular events happening at school levels or inter-school platform.

· Publishing the achievements of students & latest news & events in social media platforms of School like Facebook, Instagram & in house ERP used as communication medium for parents.

· Managing relationships with Parents pertaining to all their queries by calls & mails. 
3. HR Executive in Sri Ravishankar Vidya Mandir, Bangalore (Feb 2018 to Jan 2021)
 Roles and Responsibilities at Sri Sri Ravishankar Vidya Mandir, Bangalore East
· Entering & maintaining-Teachers/Staff details in ERP.

· Procurement of openings from Academic Executives and management.
· Conducting Interviews-HR Round.
· Scheduling and Conducting Demos for the recruitment of teachers. 
· Documentation of Candidates details who appeared for interview.
· Background verification & Reference checks of shortlisted candidates.
· Sending Offer mails and preparing Appointment letters for short-listed candidates
· Taking care of Joining Formalities

· Briefing New Joinees about School Rules, Regulations and Policies

· Contacting PF Consultant for PF and UAN Number and updating KYC details with him and getting approval from him.

· Confirmation letters to Staff (after completion of Probation period)
· Maintaining and writing attendance registers of all the staff.
· Updating service books with respect to salary increments and confirmation.
· Helping BEO officer in uploading and downloading the details of the school and staff. 

· RTE related online work- for re-imbursement.    

· Brief discussion about Admission Enquiry- Short Counselling. 
· Preparing office letters like Employment letter, Experience letters or any other formal letter pertaining to staff.
· Co-ordinating and sufficing the information to CBSE Co-ordinator in CBSE board work relating to staff on a regular basis(monthly)- OASIS
· Leave updation of all staff.

· Updating the website with events happening at school levels or inter-school platform.

· Publishing the achievements of students in social media platforms like Facebook, Instagram, ERP used for communication medium for parents.

· Build brand awareness by publishing the placements of students in foreign universities, their merit scores, achievements, etc.

· Encouraging the Alumni in participating and sharing their experiences in their tenure in school.

· Jobs as and when requirement arises- Campus tour, new admission counselling, front office, accounts audit and re-concillation for accounts.
4. Research Analyst in Research City (Feb 2015 to Mar 2016) 
Roles and Responsibilities at Research City
· Being responsible for conducting outcomes research studies using health economics, patient-reported outcomes, and retrospective data analysis 
· Generating reports and reviewing documents for top pharmaceuticals and healthcare companies 
· Working on database for reporting of efficacy and safety data 
· Adhering to compliance procedures and internal/ operational risk controls in accordance with any and all applicable regulatory standards, requirements, and policies
· Good exposure to US and global markets with a strong grasp of the fundamental concepts.
· Experience in pharmaceutical forecasting and analytics 
· Should be a self-starter and capable of operating on minimal management oversight. 
5. Trainee Recruiter in Viaah Consulting (May 2012 to Feb 2013)
Roles and Responsibilities at Viaah Consulting

· Interacting with the clients end to end.
· Understanding the Client requirements, skills and other traits required.

· Carrying out market research to know the availability of candidates in the industry.

· Sourcing the right resource within the stipulated time frame.

· Procuring and screening resumes for the current hiring needs of the various requirements from Clients.

· Evaluating the candidates’ job stability and reasons for seeking a career change.
· Evaluating the candidates' skills and competencies including technical expertise.

· Identifying candidates with the right skills to match the clients' requirements.

· Involved in complete recruitment cycle.
· Follow up with the candidates on regular basis for attending the interviews, to ensure that candidate joins the organization.
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I would be glad to provide any other information required by you. Thank you for your kind attention and walking through my resume.


Place: 


                            

Date:  





        

(MADHURA.M)                                                                              [image: image1.png]



