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To:

The Principal

Dear Sir / Madam,





 

SUBJECT: 

POSITION:  SENIOR SCHOOL COUNSELOR

I am a resident of the U. A. E. for over ten years. During this period I have had the opportunity to work in academic institutions conducive to my qualification and experience, in the capacity of a Teacher and Counselor and have enjoyed every fulfilling moment of it. 

I am looking for better prospects to widen and implement my knowledge and expertise in the chosen field. 

I am attaching my CV for your perusal. 

I look forward to your reply.

With best wishes,

Career Objectives:

Learning is a continuous process. I believe in keeping an open mind to change and innovative methods, to impart quality teaching and counseling to students wherever I am, thereby keeping their best interests at heart. I intend to pursue further internationally recognized qualifications in the field of counseling.

Personal Details:

•
Nationality




: Indian

•
Religion




: Christian

•
Marital Status



: Married

•
Date of Birth



: 4th October 1966

•
Languages Known


: English, Konkani, Hindi and Marathi

•
Hobbies



: Music, Dance, Reading and Traveling

Educational Profile:

•
Secondary School Certificate

: 1983

St. Mary’s Convent School, Mumbai

•
Higher Secondary Certificate (science)
: 1985

S.K. Somaiya Junior College, Mumbai

•
Bachelor of Arts (Psychology)

: 1989

Kishinchand Chellaram College, Mumbai

•
Post Graduate Diploma in Counseling

& Vocational Guidance


: 1990

University of Bombay, Mumbai

Seminars and Workshops Attended to Enhance Professional Qualifications in Counseling:

•
Participated in workshop on Multiple Intelligence.(Nov. 2006)

•
Participated in workshop on Neuro Linguistic Programming. (Nov. 2006)

•
Participated in a Seminar/Workshop/Conference hosted by the Australian Consulate in Dubai for School Counselors, in January 2006.

•
Participated in the Seminar “Opportunities in North American Higher Education” hosted by the American College of Dubai in November 2005.

•
Creativity

•
Behavioural Conditioning

•
Transactional Analysis

•
Systematic Analysis

•
Sex Counseling

•
Drug Addiction Counseling

•
Marriage Counseling

•
Upliftment of Women

•
Course in Announcing, Broadcasting & Compeering

Employment History:

Position: Senior School Counselor :

•
An 'A' Level School in Dubai
: Sept 2005 - till date

Responsibilities: 

•
Counsel individuals to help them understand and overcome personal, social, or behavioral problems affecting their educational or vocational enhancement.

•
Provide guidance to students on educational issues such as course and program selection, school adjustment, truancy, study habits, and career planning.

•
Evaluate individual's abilities, interests, and personality characteristics through diagnostic tests(if needed), maintaining records of progress, interviews, and professional sources.

•
Familiarize faculty and other members of the staff with the availability of counseling services.

•
Compile and study occupational, educational, and economic information to assist counselees in determining and carrying out vocational and educational objectives.

•
Conduct follow-up interviews with counselees to determine if their needs have been met.

•
Confer with parents/guardians, teachers and administrators to resolve students' behavioural, academic, and other problems.

•
Enforce all administration policies and rules governing students.

•
Establish and enforce behavioral rules and procedures to maintain discipline among students.

•
Instruct individuals in career development techniques such as job search and application strategies, resume writing, and developing 'interview' skills.

•
Meet with other professionals to discuss individual student's needs and progress.

•
Meet with parents/guardians to discuss their children's progress, and to determine their priorities for their children and the resources needed.

•
Observe and evaluate students' performance, behavior, social development, physical health and mental abilities.

•
Plan and conduct orientation programs and group conferences to promote the adjustment of individuals to new life experiences such as transiting from school to college.

•
Plan and promote career and employment-related programs such as work-experience programs.

•
Prepare students for later educational experiences by encouraging them to explore learning opportunities and persevere challenging tasks.

•
Provide crisis intervention to students when they face difficult situations in school.

•
Provide students with information on such topics as college degree programs and admission requirements, opportunities for financial aid, trade and technical schools, and apprenticeship programs.

•
Refer students to degree programs based on interests, aptitudes, or educational assessments.

•
Teach classes and present self-help or information sessions on subjects related to education and career planning.

•
Attend staff meetings.

•
Attend professional meetings, educational conferences, and teacher training workshops, in order to maintain and improve professional competence.

•
Encourage students and/or parents to seek additional assistance from mental health professionals when necessary.

•
Identify cases involving domestic abuse or other family problems affecting students' development.

•
Observe children during classroom and play activities to gain additional information about them.

•
Conduct workshops that teach students Conflict Resolution, Anger Management, Prosocial Behaviour, Chat Rooms and its adverse effects and risks, Time- Management and Goal-Setting, Peer Mediation, etc.

•
Conduct workshops for teachers on Awareness of Multiple Intelligences in Children and how to use NLP as a teaching aid, proactive classrooms, etc.

•
Liase with Consulates Educational Advisors for updates on university information and admission criteria, overseas. 

•
Develop and conduct special English Classes for a core group of students.

Position:Middle School Teacher (English):

•
Dubai Scholars Pvt. School

: 2000 - 2005

•
The Oxford School


: 1998 – 2000

•
Arab Unity School


: 1997 – 1998

Responsibilities: 

•
Planning and preparing subject material for presentation to students according to the prescribed curriculum and syllabus.

•
Preparing a work plan and teaching students accordingly.

•
Assigning homework and conducting its evaluation.

•
Preparing, administering and evaluating tests.

•
Participating in Staff and Parent-Teacher Meetings.

•
Advising students on course selection, academic and personal matters.

•
Train students for morning assembly, debates, elocution, drama and singing competitions.

•
Responsible for student welfare and discipline.

•
Announcer/Compere for various functions held in school.

•
Implement and provide administrative support.

Special Assignments:

Spearheaded and conducted the following:

•
Trained 40 students over a period of 16 hours for the prestigious “TRINITY COLLEGE”, London, SPEECH AND DRAMA examination - all students passed with high accolades.

Position: Department In-charge & Program Coordinator 

 (Vocational Guidance and Career Counseling):

•
Aga Khan Education Services, India
: 1991 – 1993

Responsibilities: 

To conduct 

•
Aptitude Tests.

•
Career Guidance.

•
Personal Counseling.

•
Career Seminars & Exhibitions.

•
Preparing annual budgets for the department and affiliated branch offices.

•
Screening Candidates for the Aga Khan Foundation Scholarship (International) Programme.

•
Coordinating with branch offices for Reporting, Preparation of Budgets, Performance Appraisals and Programme Implementation Analysis.

Special Assignments:

Spearheaded and conducted the following:

•
Personality Awareness & Career Exploration Programme (PACE) 

      A 15-day camp for Under Graduate and Graduate students.

•
Career Exploration Programme (CEP) 

      A 5-day programme for High School students.

•
Editor for “INSIGHT” - a departmental quarterly outreach magazine for students.

Repertoire of my Skills and Aptitudes:

Analytical

: Clear thinking, Discerning skills, Perceptive and ability to

  analyze problems and derive solutions, effectively.

Communication

: Effectively conveying thoughts and ideas.

Reasoning


: Good rapport and work in a conducive ambience.

Organization


: Planning and anticipating problems, enough to





  prevent disorganization.

Creative & Perseverant
: Tenacity and energy to plan, work and complete                   

   projects successfully within an allotted time frame.

Computer skills

: Basic knowledge of Office Suite. 

Extra Curricular Accomplishments:

•
Taken part in Inter-Collegiate Festival, “MALHAR”.

•
Choreographed and performed classical folk dances.

•
Awarded best speaker “SPARC” (Mumbai).

•
Modeled for “FEMINA” a fortnightly Indian magazine.

•
Participated in elocutions and debates in school and college.

