Manisha’s  Profile


MANISHA  KAPOOR
E-Mail :  manishakapoor2015@gmail.com
Mob No. : 98264-00144
            

Objective
To grow along with the organization and become a professional of excellent repute by effectively contributing towards the goal of the organization. 

Profile Summary
· Currently working as a Administrator in British Institute of Spoken English, Indore (Since 2011 to till date)

· One year of Expeirence as a HR Recuiruter in Bhavya Consultancy, Indore
Skills
· Convincing Power.
· Maintain good customer relaionship.

· Good communicator & good listener.
· Task oriented.
· Effective communication & Interpersonal skills.
· Ability to empathize with student’s problem & resolve them.

· Expeirence in counselling students & shaping up their future.
· Adept in individual & group counseling.
Key Responsibilities Handled

· Maintain student’s reports and personnel records.
· Coordinate and participate in promotional activities.
· Counselling student’s of individual & group.
· Manage management & all types of work.
· Answering student’s questions via phone calls & emails.
· Maintain student’s data & staff data.

· Scheduling interviews for Candidates.
· Follow up with students give updates of status weekly / monthly wise.
· Follow up of students on phone.
Educational Qualification
· I have done MBA in HR from PTU
· I have done B.Sc.(CS) from Christian Eminent College
· 12th with Science (Maths, Physics & Chemistry) from M.P.Board 
· 10th from M.P.Board 
Computer Proficiency
· MS office- Word, Excel, PowerPoint

· Corel Draw
· Photoshop

· Internet
Strengths
· Positive Attitute
· Quick Learner
· Smart Worker and Loyal
Personal Profile
Address

:
EK-400, Scheme no.54, Vijaynagar, Indore

Date of Birth

:
04-12-1988
Languages Known
:
Hindi, English (read/write/speak)

Status


:
Single

Salary Expectation
:
Negotiable

CURRICULUM VITAE





Place: Indore


Date: 





              Manisha Kapoor  















