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PROFESSIONAL SUMMARY
Academic administration and operations professional with 16+ years of experience across higher education, educational services, HR, institutional operations and EdTech. Experienced in academic planning, curriculum coordination, faculty recruitment, student affairs, examination processes, quality assurance, accreditation documentation and placement coordination. Reported achievements include 100% placement for the 2020–22 batch at Amity University, more than 1,000 student admissions at Aakash Institute and a 20% reduction in operational costs through referral-based recruitment. Currently leading administrative and academic operations in an AI, robotics and EdTech organisation.

CORE COMPETENCIES
Academic Administration | Institutional Operations | Academic Planning | Curriculum Coordination | Quality Assurance | NAAC/NIRF Documentation | Faculty Recruitment | Performance Management | Student Affairs | Examination Management | Placement Coordination | SOP Development | HR Administration | Stakeholder Management | Process Improvement | LMS/ERP Coordination | AI in Education

PROFESSIONAL EXPERIENCE
Chief Administrative Officer | NEOGENTECH — AI, Robotics & EdTech Startup | Patna, Bihar | Nov 2025–Present

• Lead strategic operations and academic administration for an organisation focused on AI, robotics and future-skills education.
• Develop online learning programmes aligned with emerging technologies and Industry 5.0 workforce requirements.
• Oversee LMS, ERP and analytics platform coordination supporting hybrid education.
• Direct recruitment planning for technical and academic roles, including developers, AI specialists and instructional designers.
• Advise executive leadership on institutional strategy, partnerships and organisational growth.

Junior Batch In-Charge | Pune Institute of Business Management | Pune, Maharashtra | Sep 2025–Nov 2025

• Contributed to the design and implementation of a two-year, semester-wise postgraduate management curriculum.
• Developed examination SOPs and coordinated examination processes, achieving zero timetable deviations.
• Monitored student attendance and discipline; coordinated student interventions, mentoring, live projects and internships.

Academic Coordinator | Amity University | Patna, Bihar | Sep 2021–Sep 2025

• Achieved 100% placement for the 2020–22 batch by streamlining the placement pipeline.
• Coordinated faculty recruitment, performance reviews and training-related processes.
• Supported academic quality assurance, curriculum delivery, assessment processes and institutional compliance.
• Prepared documentation supporting NAAC/NIRF requirements and institutional review.
• Coordinated academic calendars, timetables, syllabus monitoring and examination-related activities.
• Monitored student performance, attendance and engagement; coordinated mentoring, remedial support and parent communication.
• Coordinated Board of Studies meetings, including agendas, documentation, minutes and reports; supported the Vice-Chancellor's Office with research, documentation and cross-departmental coordination.
• Organised guest lectures, corporate workshops, CSR initiatives, outreach programmes and placement-readiness activities; prepared outcome reports.

HR Executive | INCA Infotech Technologies Pvt. Ltd. | New Delhi, Delhi | May 2021–Aug 2021

• Managed end-to-end recruitment activities, including candidate sourcing, salary negotiations and onboarding.
• Supported HR policy development, performance-review processes, employee grievance handling and conflict resolution.

Senior Program Coordinator | Aakash Educational Services Limited (Aakash Institute) | Patna, Bihar | May 2014–Apr 2021

• Reduced operational costs by 20% through referral-based recruitment strategies.
• Supported regional enrolment growth, contributing to more than 1,000 student admissions through large-scale talent-hunt initiatives.
• Coordinated academic scheduling across centres, resolved scheduling conflicts and optimised faculty workloads.
• Monitored syllabus completion and student performance; coordinated parent communication, remedial support and academic interventions.
• Developed academic-support and teacher-training modules and maintained operational reports and audit documentation.

EARLIER CAREER
Assistant Manager – Sales & Distribution | Star Union Dai Ichi Life Insurance Pvt. Ltd., Mumbai | Jul 2011–Apr 2013

Marketing Manager | INCA Infotech Technologies Pvt. Ltd., New Delhi | Oct 2010–Jun 2011

Tele Sales Executive (Lead) | Magus Customer Dialog Pvt. Ltd., Noida | Nov 2009–Sep 2010

Marketing Executive | INCA Infotech Technologies Pvt. Ltd., New Delhi | Nov 2008–Oct 2009

SELECTED ACHIEVEMENTS
• 100% placement for the 2020–22 batch at Amity University through placement-pipeline streamlining.
• 20% operational cost reduction at Aakash Institute through referral-based recruitment.
• More than 1,000 student admissions supported through regional enrolment initiatives at Aakash Institute.
• Represented Bihar through NEOGENTECH at the India AI Impact Summit 2026 in New Delhi.

EDUCATION
Master of Business Administration (MBA), Marketing | Sam Higginbottom Institute of Agriculture, Technology & Sciences, Allahabad | Apr 2014 | 62% | Distance Learning

CERTIFICATIONS & PROFESSIONAL DEVELOPMENT
AI Tools Mastery — Clapingo (Oct 2026) | Claude 101 — Anthropic (Jul 2026) | AI Tools & ChatGPT Workshop — be10x (Apr 2026) | ChatGPT for Beginners — Great Learning Academy (Jan 2024) | Fundamentals of Digital Marketing — Google Digital Garage (Jul 2023) | Google Drive and Google Workspace: Docs/Slides — Grow with Google (Jul 2023)

BOOKS UNDER PUBLICATION
Industry 5.0: The Human-Centric Revolution — A book exploring AI, robotics and human-centric technology in future industries.
Academic Strategy & Execution: A Blueprint for Higher Education — A practical framework connecting institutional planning with academic processes and operational execution.
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