	   

	                              
	  Hima Mathew 
    Administration Services and Quality Specialist
I am known for my administrative prowess and ability to transform business challenges into opportunities while thriving in a diverse and fast-paced executive environment. 

Masters in Business Administration with focus on HR & Marketing with insightful experience in administration and general management. I have a track record of providing leadership in ensuring that the project portfolio and business framework is designed, planned, implemented and improved in line with both current and future business needs. I am confident that my application of these along with many other qualifications would be an asset to your company.

In my current role with British Language Centre, where I work in the capacity of Administration, Admissions and Quality Officer I have successfully ensured on-time delivery of tasks by breaking them down into achievable phases and finalizing the scope through compliance with business objectives.  

I would welcome the opportunity to discuss the position further, and trust that my CV will best outline my major achievements and how I would be able to bring value to your organisation. In addition to the skills listed, I also have an excellent work ethic, personality, and a tenacious attitude.
+973 36771583
+973 35647865

himamathew271@gmail.com
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 Kingdom of Bahrain
 Skills Snapshot

· Customer Service
· Human Resources

· Administration

· General Management

· Admission Management

· Resource Management
· Team Leading

· Training & Development
· Mentoring 

· Reporting 

· Student Relationship
· Change Management

· Stakeholder Management 

· Cross-functional Engagement

· Team Leadership

· Compliance Management

· Innovative Problem Solving
 Summer Internship
A Study on the Effectiveness of Employee Welfare Measures
 Academia

· Masters in psychology
· Masters in Business Administration (HR & Marketing)
· Bachelors in Business Administration
 Additional Information
· Address: Flat No 5, Building192, Road 2805, Block 325, Al Suqayyah, Manama Kingdom of Bahrain
· Languages: English, Malayalam, Tamil and Hindi

· Date of Birth: 27th January 1990
 References
· Available on request
	Academia

· Master’s in psychology

· Master’s in Business Administration (HR & Marketing)

· Bachelor’s in business administration

Technical Competencies
· Packages: MS Office suite including Word, PowerPoint, Excel
· Platforms: Windows 7

· Operations: Internet and E-Mail; good knowledge of computer fundamentals
Professional Summary
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British Language Centre, Bahrain
Admissions, Administration and Quality Officer
Oct 2016 - present
CAREER PROGRESSION:

· Admissions, Administration and Quality Officer; Bahrain,  Oct 2016 - Present
· Executive – Human Resources; India, Casino Group
ADMISSIONS, ADMINISTRATION & QUALITY OFFICER 
Oct 2016 - Present 
Highlights:

· Manage the administration and admission process to understand and coordinate business activities. Provide feedback to the admission team in addition to working closely with the Leadership & Marketing team.
· Effectively communicate with all employees with a particular focus on administration, admissions and teaching & learning team members.
· Work closely with the leadership and management to ensure effective communication and implementation of company strategy.
· Follow-up with students for absence, attendance, punctuality to ensure procedures were being implemented by the team.
· Ensure students were supported and monitored with regular communication with senior management.
· Lead the quality assurance processes and procedures.
· Leading the QQA and NQF Framework in Bahrain and the organisation embed quality assurance systems.

· To moderate assessments, collate data and produce reports for the leadership and management team to improve learning and progression.

· Leading the mentoring project, book club, book marking scrutiny, meeting parents to give student review, rendering first aid services to the student in the centre.
· Lesson plan review, periodic review of quality standards with the syllabus and communicating with teachers and management.
Casino Group, India

EXECUTIVE-HUMAN RESOURCES

· Talent Sourcing & Talent Management
· Induction & On-boarding 
· Managing Employee Development
· HR Policies & HR Manual
· Employee Engagement Activities
· Attendance & Leave Records
· Statutory Compliances 
· Performance Management System 
· Compensation & Benefits 
· Exit Formalities
ACHIEVEMENTS 
· Over 6 months of professional experience in the Hospitality Industry with Lulu International Convention Centre in various capacities including Administration, Customer Service and other Responsibilities. 

· Completed Corporate Training from Intelligentsia Human Excellence. 

· Event co-ordinator of AEGLE 2012-11. 

· Event Co-ordinator of EUDAIMONIA (Job Fair). 

· Participated and won prizes in Debates, Essay-Writing Competitions and Management Fests. 

· Organized and anchored many programmes both in school, college and other outside programmes. 

· Worked as Customer Relations Officer with TCQ Triangle for 3 months. 
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