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PERSONAL PROFILE
Name			:	Shaik Mustaq Ahamed
Date of Birth		:           15-04-1993
Marital Status	:	Married
Nationality		:	Indian	
Permanent Address	:	D.no : 9/185-28-11,saipet, 
                                                Kadapa, 516002, A.P.

OBJECTIVE

· Strong and dedicated College Administrator with 5 years Experience in Education Administration Expertise in establishing rapport and building trust with students, faculty and staff members, Areas of Expertise Student Relations, quick learning and problem solving skills. Comfortable to work with team and independent. Have excellent communication and presentation skills.

SUMMARY OF QUALIFICATIONS:

· Ability to relate to people from diverse cultural backgrounds.
· Strong problem solving, interpersonal communication, and teamwork skills.
· Ability to handle multiple tasks as well as set priorities and create databases.
· Professional focus on customer oriented.
· Strong analytical and comprehending skills.
· Language Known: Fluent in English, Hindi, and Urdu.

SKILLS

· College Leadership, Curriculum & Instruction, Teacher Development, Technology Integration, Qualitative Research, College Law, Mentoring Change.

WORK EXPERIENCE

College Administrator
Shantinikethan College of Education – July 2019 - Present
· Running day to day operations of the entire college overseeing/managing staff, students and faculty matters. 
· Determining completeness and eligibility for students desiring federal aid.
· Evaluating the financial needs of enrolling students present in-house the financial options and /or federal aid options depending on individual circumstances.
· Awarding the federal aid to requesting individuals according to government standards including the current varication process.
Academic Coordinator
· Helped develop, and personally implemented and maintained on-line module curriculum
· Through understanding and involvement of admissions process from initial contract through enrollment.
· Provided database management for all admissions and students including graduation audits.
EDUCATION

· Completed B.TECH (Bachelor of Technology in Computer Science of Engineering) from JNTU,  University in the year of 2019.

SOFT COMPUTER SCIENCE SKILLS

· Creativity: Creativity is key to solving problems and creating functional, modern web applications.
· Communication: communication is key. This soft skill is vital to help you talk to coworkers.
· Time management: Time management will help stay on top of the various tasks.
· Teamwork & cooperation: Being a good team player is key in any organization.  
TECHNICAL SKILLS:

· Packages:  MS Office, C, C++.
· 85wpm typing speed
· Ability to touch type quickly

KEY SKILLS:

1. Problem Analysis and problem solving
1. Strong communication skills
1. Adaptability and ability to work under pressure
1. Positive Attitude, Determined and Hard-working nature.
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