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Research work 

         Adjust mental Problem faced by children of Orphanage

 Professional Experience (4. Years)
1.ASHA Foundation (Social Worker / Counselor) 
 Area and Key Responsibilities:

· Worked as a child counselor in the Organization which is completely a voluntary one and its work for orphan and semi orphan children especially in vulnerable community.

·  Implementation of these children and their family through individual ventures to make them self independent.

· Assessing the developmental needs of the children (attending preparatory school coaching schools and school dropouts) and developing care plans for them.

· Providing access to quality care to recovering intellectually challenged children as well as their family members in collaboration with various services agencies.

· Conduct regular visits to children’s families and relatives for counseling and promotion of supportive environment. 
·  Providing children’s educational support through study material, Educational Cd’s, special coaching classes for children those who are poor at studies and to conduct some recreational and cultural events to bring up their talents.
· Management of children with development challenges.
· Observe and case study of the children those who face emotional imbalance especially who are puts it in to the home care centre, and I always sit with them and give them emotional and psychological support. 
2.Infosense Technologies, Bangalore (Office Administrator) 
Area and Key Responsibilities
· Screening and replying mails. 

· Attending and making telephone calls.

· Receiving incoming and outgoing documents and maintaining efficient records.

· Undertake necessary administrative arrangements and liaise with other departments.

· Ensure the custody of confidential papers and documents importance to the company’s activities.

· Maintaining proper and systematic filing system as per the requirement & procedure of the company.
Computer Skills

MS Word, Internet & E mails, Power point, MS Excel.

Personal Strength:

1 Ability to handle sensitive information confidentially.

2 Motivate and work well in team environment

3 Desire to take up new challenges

4 Ability to grasp things quickly

5 Active, hardworking, reliable, co-operative

6 Likes interacting with people

7 Good knowledge of Computers 

May I look forward to your call for a personal discussion at your convenience, if given an opportunity I assure you that I will work to the best satisfaction of my superiors.
Thanking you,

Yours faithfully

       Jisha George
