Prathibha Nair K P      
No: 2/3, 1st Cross, Rajaram Mohan Rai Extension
Double Road Cross, Bangalore, 560027
                                                                                         
E-mail: nairprathibha10@gmail.com
Contact: 9745598328 

Seeking competitive assignments in the field of Operational support, Teaching, Customer care in a growth-oriented organization of repute.

Snapshot
· Nearly 8 years of experience as Center head and in teaching preprimary kids.
· Nearly 10+ years of experience in the areas of Operational support, Visa counseling, Documentation, Office administration, PR Activities. 
· Cross-functional experience in Front Office Management, Office Administration, Helpdesk Operation.
· Excellent communication & analytical skills with experience of working in computerized environment.

Organisational Experience
Jun 20 – Apr23 Prabhath Public School      Teacher in charge
Apr 14 – Mar20 M/s Time Kids Kakkanad    Centre Manager 
 Aug’05-Apr 11	M/s Global Educational Consultants.    	Senior Executive 
Jun’02 to Apr’04  M/s Wiltech Software Services	 Front Office Executive/Helpdesk      

Core Competencies 

Preschool Teacher
· Delivered creative and interactive activities to 40 students between 5-6 years of age.
· Developed and coordinated field trips for students, with such success that they were implemented across all classrooms, while receiving 95% positive feedback from parents and students.
· Admission procedures for LKG and interacting with the parent regarding admissions.
· As a Center head providing weekly reports to higher management.

Client Relationship 
· Enhancing customer satisfaction matrices through on-time delivery of services and achieve repeated business proposals. 
· Building and maintaining healthy business relations, ensuring maximum customer satisfaction.
· Grievances and Collection from the major clients.


Counseling and Documentation

· Managing VISA counseling and Documentation of Students for overseas studies.
· Ensures timely preparation and submission of documents for VISA application, Follow-up with  consulate 

Front Office Management
· Looking day today work attending phone calls. Interacting with customers in reception desk. 




Office Administration
· Routine Office administration activities.

MIS
· Designing and implementing Management Reporting systems with a view to monitor movement of key business indicators and facilitate critical decision making process.

Academia
· MBA HR from Bharathiar University 2014
· Bachelors Degree in Commerce from Mahatma Gandhi University, Kerala in 2001 with 64% of marks.



IT Skills
Operating Systems	: 	Microsoft Windows95/98/NT, DOS, UNIX
Office Automation	:	MS Office, Internet and Email

Personal Details
Permanent address: “Suprabha”, Irimpanam (P O), Ernakulam, Kerala – 682 309.

Date of Birth          :     42, 18th November 1980
Mobile	                 :     9745598328 
E-mail	                 :     nairprathibha10@gmail.com
Gender	                 :	 Female
Nationality             :	 Indian
 Marital Status	      :	 Married
Languages Known  :	 English, Hindi, and Malayalam





 
