RESUME
Post Applied For               Education Counselor/Reception
 Personal Detail	
	Name
	Mrs. Veena Mandokhot 
	

	Husband Name
	Sh. Shashi Mandokhot
	

	Date Of Birth
	16/05/1971
	

	Address 
	19 B/1,Karol Bagh,Behind Liberty Cinema , New Delhi
	

	Phone No
	9899260410
	

	Email Id
	veenamandokhot@gmail.com
	

	Language 
	Marathi, Hindi, English
	



Educational Qualifications
	Sr No
	Degree/Diploma
	Year
	Institute/University

	1
	Computer Diploma In DTP
	1999
	Data Point Computer

	2
	M.A.(Political Sc)
	1997
	Nagpur University(MH)

	3
	B.A.
	1995
	Nagpur University(MH)



Work Experience
	Company
	Role
	Year
	Experience

	Teaching Home Tution
	Teacher
	2012 To 2016
	4 Year

	



Presently Working	
	Company
	Role
	Start Year
	 Salary

	A.J.Trust Education  Institute & Clinic
	Receptionist/Medical Counselor/
Assistant(MBBS Russia Counselor)

	Aug 2017
	15000/-

	Bhanwar Rathore Design Coching Institute(BRDS)
	Assistant Center Manager (counselor & Reception+Admin ) all independent Work
	October 2019
	22000 per Month

	

		                                                                                          

	

		                 job
	     Work brief

	Teaching Home Tuition

	Teaching primary class student all subject.

	A.J.Trust Education Institute
	Counseling of M.B.B.S Russia ,courses. . Explain about admission procedures and courses offered to the prospective students and their parents through phone calls and face to face meetings. throughout the  admission process. converting prospective students into confirmed admission. Handling Reception, calls Attend, answering visitor, Enquiry about a company and its products ,sorting and  answering incoming calls on multi-line telephones, Maintain various Records, ,  Handling Patients  Query. coordination with doctors 

	Bhanwar Rathore Design (Coching) Institute (BRDS)
	 Independent work -Roll Of Office  Assistant Center Manager Counseling of Architect /IIT JEE Paper -2 and fashion design ,NID ,FINE ARTS  all Govt. Entrance Exam  course classes. .face to face counseling meetings. Through out the  admission process. converting prospective students into confirmed admission. Handling Reception, calls Attend,answering visitor,Enquiry about a company and its products,sorting and  answering incoming calls on multi-line telephones, Maintain various Records, class schedule for student.,  update income report and update for students query and fees Collect. provide id cards for students and provide books  topics for teacher whats app or email thru.maintaim students register form and private college filling form work for admin and reception.and counselor
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