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Receptionist cum Tele-caller / Student Relations Executive
(Reception & Outreach) | Hajela’s IAS, Bhopal
“Because first impressions matter - and conversions even more.”

Hajela's IAS Academy, an upcoming UPSC/ MPPSC Coaching Centre at
Bhopal is looking for Receptionist cum Tele-caller / Student Relations
Executive possessing a missionary mindset towards work.

i About Hajela’s IAS:

Founded and personally led by Prateek Hajela (AIR 33, IAS 1995 Batch, IIT
Delhi, JEE AIR 155) - former DM, Secretary, and Principal Secretary with
28 years of distinguished field experience. Hajela’s IAS offers coaching
that is real, relatable, and results-driven.

Our teaching is enriched with visuals, maps, Al tools, and full mentorship
— and now, we're looking for someone to be the welcoming, persuasive
first face of our academy.

& Position: Student Relations Executive (Reception & Outreach)
? Location: Bhopal
5 Joining: Immediate

@ Key Responsibilities:

- Serve as the first point of contact for walk-ins, calls, leads from ads,
digital sources, events, referrals, WhatsApp, and online enquiries.

- Proactively follow up with leads by making mobile phone calls to them.

- Persuade prospective students and parents to visit the Centre for
counselling or orientation.

- Coordinate with faculty/admin team for scheduling visits, demos, and
counselling.

- Maintain accurate logs of enquiries, visits, and follow-up actions

- Project a confident, professional, and inviting presence at the front
desk.

HAJELA'S IAS (UPSC/MPPSC COACHING) ACADEMY
3rd Floor, KK Plaza, Plot No. 1, MP Nagar, Zone-Il, Bhopal- 462011
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) /Hajela’s 1AS B /Hajela’s 1AS @) @hajelasias ()| @) +91-9109723996




SIf2ar ar 51 urz & 3!

RAawifAe =n ¢efi-wier | SEds FRrEdwRT
(RAwF wd sEedi™) | Hajela’s IAS, siiare

" UGl YTHTT HEcdqUl BIdT & — elich $UIAL0T I8 T (e "

Hajela’s IAS Academy, {iuTe f&Id Ueh 39ar g UPSC/MPPSC &hifHT de,
ROwIfAe & ecfi-hielk | BT dUch hIIGR chl derll H &, S i o Uld Teh [ 9
T4 o< &1 &l

il T & 9R) H: Hajela’s IAS

3 G hl WITUAT U9 A Udllsh goierl (AIR 33, IAS o 1995, IIT feeedt, JEE AIR
155) g1 foham a1 & — S Yd TSielT shetere?, Giad Ud W@ HiKd 18 o 6, AR 56 28
It ol fAfTe U STed UTed 2|

Hajela’s IAS Tk UHT hifeiT Hex & St aU1efuRen, ol AR URUHIE el uaH &
€ gAY Reror STeft faggered, Aed, Al ol iR Yol ATfasi 9 99g €1 319 &1 30+ 9
o foTT e STeHTI T, WA 7R UReh 6T qelel @ &

B UeTH: BT duehadard (RIRM Ud 313ed)
? o U
D) SATSiTT /gl : I/ ke

© g=7 oA

- G H A 9Tl AFIehi, Sied, A0, fefsied idi, sded, Twied, ¢quy U4
TS YSTS hl FeH eh feig I

- FYTTAd BT 9 B id o ATedH g Giohd €9 I hial-379 &l

- BT Td 37k ATAHTEH it G visit GATST o= g Wi hicd & ATegq 9
HAFT/ ST HAT

- hehee! | URTEAS ¢ & a1y fafSre, ST Td wredfeltT o iy TH=ag &heT|

- gdre, fafsie Ud wiel-31a i gdier T ufafSl a91g T

- A=A R T Al sqTdl, HadTdes Ud 3Tt IUTATd S417 G|

HAJELA'S IAS (UPSC/MPPSC COACHING) ACADEMY

3rd Floor, KK Plaza, Plot No. 1, MP Nagar, Zone-Il, Bhopal- 462011
@ https://hajelaias.com @ +91- 9109723996, +91- 9179023996, +91- 7554167367 .

) /Hajela’s 1AS B /Hajela’s 1AS @) @hajelasias ()| @) +91-9109723996




ifdar al 1 ur2 @an 3!

Preferred Profile:

- Minimum 2 years' experience in customer handling, front desk, tele-
calling, counselling, or student outreach - preferably in an educational
setup.

- Strong verbal communication (English & Hindi), persuasive ability, and
people skills.

- Well-versed with WhatsApp Web, basic Excel, email handling, and
phone etiquette.

- Energetic personality with a missionary-style enthusiasm towards
work. Missionary-mode dedication to work is a must.

- Ability to handle pressure, multitask, and follow up until the prospect
converts.

- Candidates with sales orientation in education or background in
coaching/counselling will be preferred.

What We Offer:

- Attractive monthly salary — based on experience and performance.

- Performance-based incentives on conversions.

- An exciting chance to be part of a fast-growing, mission-driven
coaching center start-up.

- Dynamic, collaborative, team and growth-oriented environment.

- Opportunity to work with and be mentored by an actual ex- IAS officer.

To Apply:
Send your resume to: i< [success@hajelaias.com]
Or call/WhatsApp: $ [+91-91097-23996, +91-91790-23996]
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