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Phone no: +91 9164236099
Email: nairseema@outlook.com
Permanent Address: Sarjapur Road, Bangalore
Languages: English, Hindi, Malayalam, 	
Marital Status: Married
Passport No: H3375894
________________________________________________________________

CORE COMPETENCIES:

Admission Counseling, Communication skills, Handling Accounts, Commitment to Ongoing HR Learning, HR Organizational skills, Critical Thinking, Data Analysis, HR Policies, Coordination with the employees and management,
____________________________________________________

Domain Experience: 
Human Resource, Finance Management, Logistics Management, Accounts
____________________________________________________
  
Tools:

Salesforce, Applane, Ether Platform, MS Excel, MS Word, PowerPoint, HR ERP, Tally ERP 
____________________________________________________

Job Experiences

· Jan 2021 onwards
Company: Primus Public School
Job Role: Admission Counselor
Location: Bangalore 

About the company:
Primus Public School is an established school with multiple Indian and International Curriculums.  Primus is ranked as No 4 in the Karnataka International Day School.  Primus is affiliated with Cambridge University and follows CAIE Curriculum for Grades 6 to 10.  We also offer Cambridge International AS and A levels in Grade 11 and 12. Primus also offers ICSE curriculum till Board 10th. Primus also offers Grade 11 and 12 Karnataka board with Science and Commerce streams with integrated coaching for the Competitive exams like JEE and NEET.

Job Role:
Admission Counselor:

Job Description:


· Counselling the parents on admission procedures and courses offered to the prospective students and their parents through phone calls, emails, and face to face meetings
· Complete interaction with the students and parents for their internal tests offered.
· Communicating between the respective coordinators on the entrance test results.
· Support the students/parents throughout the admission process by answering to their queries and helping them to complete the required documents.
· Maintain the target metrics by converting prospective students/parents and nurture them into confirmed admission and succeed in achieving the performance goals.
· Review the student applications for the eligibility and academic qualifications and maintain them.
· Participate in the decision-making process for student/parent admissions based on policies and guidelines.
· Working on the Salesforce platform for the admission leads as well as the school platform Applane for all the existing student data.
________________________________________________


· May 2013 to May 2019
Company: Saandeepani Academy for Excellence
[bookmark: _GoBack]Job Role: HR/Accountant
Location: Bangalore 

About the company:
Saandeepani Academy for Excellence is a progressive school inspired by the philosophy portrayed by Rabindranath Tagore, to create a fear free and joyful leaning environment,
Job Role:
HR/Accountant

Job Description:

· Induction and Orientation for new joinees
· Joining & Exit Formalities (Full & Final Settlement)
· Contact references and perform background checks
· Employee Welfare Activities
· Rewards & Recognition
· Maintaining Employee Records
· One point of contact for Employees for any matters specific for the HR.
· Maintaining payrolls
· Building and maintaining strong, long lasting relationship
· Handling School Accounts independently
· Maintaining the Tally, ledger creations, entries BRS, Budget etc
· Accepted and processed customer payments in cash, credit cards and checks, checking for validity.
· Acknowledged customer issues and resolved their problems quickly and efficiently
· Clearly communicate the progress of monthly/quarterly to the management
________________________________________________

· July 2007 to May 2013             

Company: PowerTech Call Center 
Job Role: Sr. Process Associate
Location: Bangalore 
Dept: BPO

About the company:
Power tech call center has been instrumental in helping businesses around the globe grow from strength to strength through our support services. It is committed to deliver the best solutions to the customers

Job Role:
Team Leader

· Assessed the benefits and costs of different projects and explained them in detail to top executives
· Increased productivity in the office by implementing efficient technical approaches
· Managed teams of up to 7-8 of highly skilled IT professionals
· Analysed the work done by the team members for quality check
· Reported to the Canadian based client on a daily basis
· Weekly conference calls with the client
__________________________________________________

· June 2004 to Sep 2005             

Company: Focus Infosys Pvt Ltd            
Job Role: Medical Transcriptionist

About the company:
Leading medical content industry with offices throughout the world. Leaders in medical transcription and medical coding.

Job Role: 
· Leading a team for hospitals and transcribing the reports.
· Weekly client calls for the feedbacks.
· Clearly understanding the medical terminology, anatomy and physiology, diagnostic procedures, pharmacology, and treatment assessments.
· Translating medical jargon and abbreviations into their expanded forms by referring the standard medical reference materials.
· Provide training to trainee medical transcriptionists and make them capable of providing 100% accuracy with transcribing medical reports.
· Ensure all the medical reports are sent back to hospital within the stipulated time (Turn-Around Time).

Clients Handled:
Leading hospitals in United States of America
___________________________________________________

Professional Education

EDPHRM- Executive Development Program in Human Resources Management 

XLRI & SHRM – Bangalore 
Major Subjects:  	Learning & Development
			Creating a Business aligned HR
			Technology, Data, and HR Analytics
			Ensuring a Legally Compliant HR
			Total Rewards & Performance Management
			Staffing & Recruitment
			Organizational Effectiveness, Culture and Change

DFA- Diploma in Financial Accounts 

Aptech – Pune 
Major Subjects:  	Tally & Financial Accounting

Bachelor’s in Commerce 

College: Ness Wadia College, Pune
Major Subjects: Accountancy & Economics
_______________________________________________________________________
	
High School Education
	
High School (10th) –St. Mira’s School, Pune 


Higher Secondary School (12th Commerce) – Ness Wadia College, Pune
_______________________________________________________________________

REFERENCES

References and further information will be made available on request.
________________________________________________________________________

DECLARATION

I hereby solemnly declare that all the information and statements mentioned above are true and correct to the best of my knowledge.


Sincerely


Seema Nair
