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PROFESSIONAL SUMMARY
Recently transitioned into educational administration as a Front Office Executive, leveraging a strong background in process efficiency, data management, and interpersonal communication. Holds a M.Sc. in Mathematics Results-driven professional with over 5 years of experience in administrative operations and team leadership. (2024), providing a robust analytical foundation for problem-solving and organizational leadership.
CORE COMPETENCIES 
· Operational Leadership: Team Leadership, Employee Scheduling, Staff Training/Development, Process Improvement, Target Achievement.
· Technical & Data: Process Digitization, Microsoft Office, Data Entry, DCA, Tally, Analytical Abilities.
· Core Competencies: Deadline-Oriented, Interpersonal Communication, Problem-Solving, Quality Assurance.
WORK EXPERIENCE
Bharathidasan Matriculation Higher Secondary School | Arakonam
Front Office Executive | Feb 2026 – Present
· Managing front-desk operations and serving as the primary point of contact for parents, students, and staff.
· Coordinating school administrative tasks and streamlining communication workflows to ensure efficient office management.
· Utilizing analytical skills to maintain accurate records and support school organizational requirements.
iBridge Smart Solutions | Vellore 
Team Leader, Operations | Jan 2024 – Jan 2026 
· Led a high-performing operations team, ensuring the timely delivery and completion of all tasks and meeting management targets consistently.
· Drove a culture of continuous improvement by questioning existing processes to boost productivity and eliminate operational defects.
· Maintained comprehensive knowledge of organizational policies and procedures to ensure team compliance.
Shift In-Charge, Operations | Apr 2022 – Jan 2024 
· Managed and supervised all day-to-day work activities for the shift, serving as the primary point of contact for supervisor communication.
· Successfully maintained team efficiency and quality across the shift, directly supporting department goals.
· Focused on developing and improving team skills and analytical abilities to align with organizational requirements.
Process Digitization Executive | Jan 2021 – Apr 2022 
· Executed and managed data process digitization tasks, providing fundamental support for core business operations.
· Developed a strong ability to prioritize tasks and maintain focus on strict deadlines and deliverables in a high-volume environment.
ACADEMIC BACKGROUND & CERTIFICATIONS 
· M.Sc. Mathematics | 2024 
· B.Sc. Mathematics | 2020 
· Certifications: DCA (Diploma in Computer Applications), Tally (Accounting Software Proficiency),  Typewriting English – Higher Grade, Hindi (Prathamic).
PERSONAL DETAILS 
· Languages Known: English & Tamil 
· Marital Status: Single 
· Date of Birth: 27-10-2000 
· Gender: Female 
