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Flat No.301, Jasmine - 3, 
Green Earth City Campus,       
        Patan Road, P.O. Sankra,
        Amleshwar, Raipur- 491111
        09302732641 
           swatiknp@gmail.com
==========================================================
Objective			:	Looking forward for an opportunity where I can use my skills 
and knowledge for organizational and personal growth.
	
Education			:	M.Sc.(Botany) from Kanpur University with 64% marks.

Extra Qualification 		:	1) B.Ed from Raipur, C.G.
2) MBA (Human Resource) from IGNOU, New Delhi.

Computer Proficiency	:	Three months computer course from STEP-HBTI,
					(MS Word, Excel, Power Point, Internet) from Kanpur.

Working Experience:

· At present working as a Primary Teacher in Rajkumar College from 25th March 2019 to till date.
  Oversee day-to-day school operations 
· Able to supervise teachers and staff.
  Manage school logistics and budgets
  Set learning goals for students and teachers 
  Monitor and report on teacher performance
  Present data from school performance to board members
  Research new resources and techniques to improve teaching 
  Review and implement school policies 
  Provide guidance and counselling to teachers 
  Handle emergencies and school crises
  Organize school events and assemblies
  Ensure a safe and clean environment for students (e.g. implementing hygiene rules)
	         Attend conferences to gain knowledge on current educational trends
· Worked as a Primary Teacher as well as Co-ordinator(Primary) in Disha School from 1st June 2013 to 19th March 2019. 
Expertise:- 
a) Well versed in Smart Class
b) Well versed in office management as letter drafting, people management, making teacher’s substitution, preparing time-table, cross checking of student’s notebook and teacher’s answer, random audit of classes etc.
c) Good in Lesson Planning and Execution

· Worked as a Teacher in Holy Cross Senior Secondary School, Raipur from 12th June 2012 to 30th Apr 2013.

· Worked as a Junior Executive in Disha Institute of Management and Technology, Raipur from 1st Oct 2009 to 25th July 2011.

· As a Diabeto-Counselor in Sanofi-Aventis from Feb 2008 to Mar 2009.
	
· As a Network Executive Services in Drishtee Development & Communication Ltd. from July 2005 to Jan 2008. 

· As an Office Coordinator in Rama Dental College from 11th April 2003 to 14th July 2005.
	
· As a volunteer in NRC from Mar 2001 to Mar 2003.



Personal Details

Husband Name			:	Mr. Vijay Vishwakarma

Date of Birth				:	Sept 24th, 1978

Address				:	Flat No.301, Jasmine – 3, Green Earth City Campus,
						Patan Road, P.O.Sankra, Amleshwar, 
Raipur – 491111

Strength	:	Organized, driven with the innate ability to stay       
                                                                   on the task, Use effective and efficient method of               
teaching, focused on individual student, Positive   
Attitude, Good Team Player.

Joining time				:	Will discuss

Marital Status			:	Married having 2 daughters

Mobile No.				:	09302732641


Date: 										(Swati Sharma)
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