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____________________________________________________________________________

AIM (Career Goal): To train students/executives/armed personnel on various skills so as to build an employable workforce and increase the productivity of both the individual as well as the organization.
____________________________________________________________________________
    	

Professional Experience

· Currently working as a freelance English faculty for GRE, SAT, CAT, TOEFL, IELTS, PTE and OET.
· Worked with PIBM (Pune Institute of Business Management) as English Communication Trainer and Process Head. (Nov 2012 – July 2013)
· Worked with Mphasis Ltd. as a Senior Executive (Jan 2010- Oct 2012)
· Worked as a Resource Manager, with SEED InfoTech Ltd. (September 2008- March’09).
· Taught English Communication Skills and prepared students for Bank exams (2005– August 2008). 
· Taught English, Math and Social Studies to std. V to X in various reputed schools, Nagpur, M.S (1998 – 2004). 

*****************************************************************
 
Professional Synopsis

· PIBM (Pune Institute of Business Management) (From Oct 2012- July 2013)

ROLES & RESPONSIBILITIES

· Conduct English language, soft skills, Personality, communication & employability skills training.
· Conduct TTT’s (Train the trainer) for in-house Trainers.
· Conduct trainings on Behavioral & soft skills, Corporate, English language & Employability skills.
· Coach & counsel the students along with the trainers in timely manner.
· Conduct pre-knowledge test & compile Training Need Analysis of students.
· Conduct pre-HR round of Trainer interviews.
· Develop content for English Language & Employability skills.
· Write SOP & other procedural documents for Trainer’s.
· Update Training material as per requirement.

· Mphasis Ltd   (From Jan 2010- Oct 2012)

ROLES & RESPONSIBILITIES

· Review and process Motor Insurance Claims as a Claims Handler.
· Interact with customers to provide Information in response to inquiries about products & services and resolve complaints.
· Investigate, analyze and determine the extent of insurance company’s liability concerning personal, or property loss or damages, and attempt to effect settlement with third party claimants.
· Appraise automobile damage to determine cost of repair for insurance claim settlement.


· Seed InfoTech Ltd.       (From Sep’08 - March '09)
   
Resource Manager
 
ROLES & RESPONSIBILITIES

· Look after day-today execution of the training department & setting up execution and feedback process for faculties. 
· Keep track of Faculty punctuality etc. 
· Analyze Feedbacks and decide corrective and preventive action. 
· Counsel staff on general concerns, aid in staff retention and provide career guidance, Team building/motivation. 
· Ensure optimum utilization of faculties and allocate resources for the said activity in consultation with Business Heads.  
· Implementation of company policies, evolution and development of systems and procedures. 
· Awareness & updated knowledge about company’s activities, training of sub-ordinates, initiative and shouldering responsibility. 
· Acquisition of additional knowledge. 
· Evolution/development, implementation and adherence to/of MIS. 
· Increase staff utilization via effective deployment practices. 
· Taught English, Maths and Social Studies to std. V to X in various reputed schools, Nagpur, M.S.

· Taught English communication skills and competitive exam prep to students and professionals. (2005- 2008)

1. R.S Convent School --- Nov 1998 to April 2000.
[bookmark: _gjdgxs]2. Sandipani Highschool— June 2000 to May 2003.
3. St. Xaviers Highschool— June 2003 to April 2004.

Scholastic Record

· Master of Arts in Education – English Literature (Regular) 1999 – 2000 University of Nagpur (India) Nagpur, Maharashtra 
· Bachelor of Arts in English, Geography and Psychology 1996 – 1998 University of Nagpur, Maharashtra (India) 

Personal Profile

Date of Birth: 12th May 1976
Place of Birth: Kolkata
Gender: Female
Languages: English, Hindi and Marathi are spoken, written, and read with fluency.
Address: FTII Residential colony, Kothrud.
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