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-------------------------------------------------------

Career Objective:  To establish a career through hard work, sincerity


and devotion. I would like a position with emphasis on scope of


exposure of my talent in whatever field I pursue.
Work History:
Present Details:    
Job Profile:   
Language Professional (April 2019 to Present)
Working as language professional, taking projects of language translation (English- Hindi pair), content writing, reviewing and copy editing since April 2019. Have covered all the domains in translation work i.e academic, medical, technical, literary, legal and philosophy.  Have worked in collaboration with the companies like Kumpenny Solutions, Bolster India Translation pvt ltd., Words on Wheel pvt. ltd, Honey Translation services, Word Lead pvt. ltd. Linguidoor Language Services, Word Publishing General Partnership and many others.
Previous Details:

Organization

: 
Golden Gate Global School (Moradabad)
Designation


:
Faculty- TGT English
Job Profile:
        
Faculty & Events Co-ordinator  (August 2015 to March 2019)

a. Taking English language classes of secondary and higher sections. (grades VI to IX)
b. Co-ordinating the events of the school.

c. Doing copy editing, content writing and language translation of school’s magazines and newsletters as the part of school editorial team.

d. Taking communication skills and personality development modules of secondary and higher sections.

e. Planning and implementing daily class room activities.
f. Maintaining class work, homework and attendance log books.
g. Assisting children in social growth and development.
h. Creating weekly lesson plans with creative activities.
i. Preparing worksheets with reference to subject content.
Previous Details:

Organization

: 
C.L.G World School (Moradabad)
Designation


:
Faculty + Admin. Exe.
Job Profile:
Faculty (May 2011 to Jan 2013)
Taking English sessions, Conversation classes (using language lab).
Providing administrative support to the Principal’s office.





***
Previous Details:

Organization

: 
Max New York Life Insurance Co Ltd.
Designation


: 
Executive-Business Support.

Job Profile:
Executive-Business Support- Moradabad Office ( Nov 2008 to May 2010)

· Handled coordination between Moradabad branch office, home office and zonal office of Max New York Life.
· Handled all the Hr procedures of the branch (from employee set up to termination) in coordination with the Regional and Zonal Hr of the organization.
· Provided administrative assistance to the branch head.

· Coordinated and maintained interdepartmental alignment to ensure good services to the clients.

· Handled all the major procedures related to the Agent & Advisors of the branch starting from their contracting to their termination.
· Took care of contest promotion activities.

· Maintained all important MIS of Moradabad agency.

· Handled all the queries of Agents and Advisors.
· Provided the required data and presentations for all the meetings and sessions.
Achievements:
· Rated as G2M2 (Exceeded expectations) on all parameters of company’s performance rating procedure.

· Got Cultural Ambassador Flag from Strategic initiative department                        (Home Office) for giving 100% support on the new leads.
· Was made the patch leader for Vikings patch (North Zone) for collating important data of the entire patch.
· Got Certificate of Appreciation by Zonal Vice President in May 2009.

· Got Certificate of Appreciation from Max India Foundation for volunteering in Immunization camp organized by the organization.

· Got “You make a difference” trophy by Zonal Vice president in the zone conference in July 2009.
· Got Certificate of Appreciation by Head of Agency in Sep 2009.
· Won many contests for organizing different activities.

***
Previous Details:
Organization:

Daswani Educational Group (Kota)
Designation:


Centre Manager - Moradabad Branch

Centre Manager (April 2008 to Oct 2008)
Job Profile:
· Handled the admission procedure.

· Organized the conduction of the training sessions
· Looked after the maintenance of the office records. 
· Handled the faculties.
· Provided the feedback to the parents and vice versa.
· Acted as the co-coordinator between the Head office (Kota) and
 the Moradabad centre.

· Handled  the co-ordination between the parents and the faculties.
***
Training/Internship :
1. Organization:


Vistaar ( Architectural firm)
    Designation:


Interior Designer

   Responsibilities:
    Handled the designing of plans, elevations, layouts and interiors of the proposed   

    buildings.







***
2. Organization:


Falcon Infosys Pvt. Ltd. 
     Designation:

Academic Counselor – Moradabad Branch

    Responsibilities:
· Handled the courses related queries.

· Handled the admission procedure.

· Handled the fee collection procedure.

· Maintained all the required records (sessions, student enrollments, fee collection).

· Maintained ledger and daybook.

***
Professional Qualification :

· Completed Diploma in Interior Designing from J.P. Institute affiliated to Narayana College of Arts, Bareilly (2003).
· Completed Diploma in Computer Application and Web Designing from Falcon Infosys, Moradabad (2001).
Academic Qualification :
· D.el.ed from NIOS(2019).
· Graduation in English literature from G.D.H Girls College, Moradabad (R.Univ.)(1999).
· 10+2 from St. Mary’s Senior Secondary School, Moradabad (CBSE)(1996).
· 10th from St. Mary’s Senior Secondary School, Moradabad (CBSE)(1994).
Academic Achievements :

· Throughout  topper.
· Winner of  Merit Scholarship from National Board of Education.
· Received Certificate of Merit from C.B.S.E Board for outstanding performance in All India Senior School Examination 1996.
· Gold Medalist at University level.

· Received Student of the year trophy at University level.

Personal Details  :

Date of birth


:
 9 February 

Strengths


:
Process oriented, pro-active, enthusiastic and determined.
Languages Known

:
Hindi, English.
Address


:
Vasundhra , Sector- 5, Mohan Meikin Society





Ghaziabad.
Contact No.


:
8171733221
Email



:
katyalshiba@gmail.com

Personal Configuration  :

An honest, committed and hardworking individual who believes that 

Constant urge to learn throughout the life is the key to success.
 (Shiba Katyal)
