
Sheela N	
148, Thubarahalli,                                                                           Phone: +91 9886400030
Near Karur Vysya Bank, 
Whitefield Road, 
Bangalore 560-066                                                                          E-mail: sheelav63@gmail.com

Career Objectives:

· Self- motivated with a passion to achieve objectives through dedication, integrity, trust and hard work. 
· To work and be a part of a renowned organisation and to contribute towards the growth of the organisation while also upgrading my skills and knowledge to further my personal capabilities.


Academic Qualification:

· Bachelor of Commerce – Dr C V Raman College. 
· Higher Secondary – Ujjwal Vidhyalaya. 
· Schooling – Sir M Vishveshvarayya High School.

Professional Experience: 

1. First Indian Corporation, Bangalore: From February 21st 2008 till June 01st 2009 as a Process executive. (Document Verification)
2. IBM Daksh, Bangalore: From December 22nd 2009 till March 01st 2011 as a Customer Care Executive. (Inbound Process)
3. SGR Dental College, Bangalore: From February 21st 2014 till March 31st 2018 as an Administrative Executive. 
4. ORCHIDS The International School (Sarjapur), Bangalore: From April 02nd 2018 till December 2019 worked as Front Office Executive and from January 2020 till 25th April 2023 worked as an Executive Assistance.
· Scheduling appointments. 
· Collaborating reports from the admin team.
· Calendar Management.
· Checking Mails and responding for the same.
· Interacting with the parents. (in person or call)
· Issuing bonafide certificates.
· Coordination in ordering stationaries.
· Filing the documents and maintaining the records.
· CBSE Registration (Grade 9 & 10)
· Enrolling students in SATS and issuing Transfer certificates. 


Key Skills and Management:

· Excellent communication and presentation skills
· Organised while working on tasks
· [bookmark: _gjdgxs]Positive and Innovative Team Player
· Professional management skills: 
· Meeting objectives
· Managing change
· Effective Team-Building skills
· Problem solving and Organisational abilities


Computer Proficiency:

· Proficient with Microsoft Word, Microsoft Excel and Power-point.
· Handling E-mails and Internet support
· Tally 7.2 and Tally 9.0
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Name		:	Sheela. N

Date of Birth		:	15/05/1987

Gender		:	Female 

Nationality		:	Indian

Spouse Name		:	Shekar K

Languages Known		:	English, Tamil, Kannada, Telugu and Hindi
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