Sichithra M C
Cell: +91-9980412268
Peninsula Parkvilla, Villa No.163, Thindlu Gate
Sarjapur Road, Bangalore
sichithras@gmail.com

Objective:
Seeking a position to apply and demonstrate my knowledge and skills.

Skills

· Good Written and Verbal communication skills
· Proficient in MS office and various computer programs
· Good interpersonal and time management skills
· General understanding of school finance

Education:
· MBA in HR from Sikkim Manipal University
· Post Graduate Diploma in Journalism from Amrita School of Journalism, Amrita Vishwa Vidyapeetham deemed University Coimbatore with an aggregate of 70%
· BA English language & Literature from Prajyoti Niketan College, Pudukkad, affiliated to University of Calicut with an aggregate of 60%

Professional Experience:
Associate Facilitator (The Foundation School, Bangalore, May 2019 to March 2023)
· Support positive learning environment through effective classroom management.
· Conduct regular quality checks for classrooms and teacher-parent communication.
· Collaborate with principal, coordinator, and administrative staff as needed.
· Contribute to administrative tasks, including collating mark lists, record-keeping, and grading.
· Manage and mentor teachers.
[bookmark: _Hlk151985028]Administrative Assistant (SriRam Public School, Bangalore, Sep 2016 to Jan 2018)
Performed Administrative tasks and general office duties.
· Assisted staff, current and potential parents with any questions or problems.
· Provided telephone support – Contact point for all school related communication including transport.
· Maintained all attendance records and other expense worksheets.
· Purchased stationaries and other goods as required throughout the academic year.
· Prepared school circular, letters, question papers and other documents for teachers, parents and students.
· Update school Facebook with timely event.
· Maintained and updated student database in Easy School (school software) application.
· Supervise school and office staff

Public Relations Assistant (Amrita Institute of Medical science, Ernakulum ,2005 - 2006)
· Received VIP customers and visitors.
· Collated patient success stories for Media
· Reviewed and updated letters to hospital website  
Reporter Trainee (Metro Cable Vision, Trichur, 2005) 
· Gathered local news from various sources.
· Created and edited content.
Internship and Training
· Internship in New Indian Express Cochin, Kerala
Languages
        English, Hindi, Kannada, Tamil, and Malayalam.
Personal Information
· Married
· Y.O.B: 1984
Place: Bangalore
Date:  
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