	
[image: image1]
	Laxmi 
School Administrator & Librarian Professional
E-mail: laxmi-103325@2freemail.com   
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Versatile, Dynamic and Performance-driven professional equipped with 25+ years of experience in training students besides providing excellent leadership and administrative support to the organization.  A Licensed Teacher with a track record of cultivating students’ learning abilities, fostering their creativity and imparting the most competent education; Possess an excellent communicator who instils enthusiasm in others by making them feel that they are important members of a team. Strong leaders foster an environment of creativity, innovation, and openness to new ideas, welcoming and encouraging input from others to create consensus. Acquired excellent planning, analytical, problem-solving, decision-making, organization, coordination, monitoring, time management, communication & interpersonal skills; seeks a challenging work profile to contribute and work actively where gained knowledge, expertise and management skills will have a valuable impact.
Strengths
· Acquired M.B.A with 2+ decades experience
· Learning strategies and development skills
· Strong organisational and interpersonal skills
· Strong motivator, Friendly & Active Personality
· Administration & Library Management
· Proven teaching experience & expertise
· Adherence to school rules and regulations
· Creative-Socially and Active Personality

	

	
	


MBA – Amity University, Uttar Pradesh, India 






2016
Bachelor of Library and Information Science – Himalayan University – Arunachal, India

2016
Professional Teaching License – Teacher Service Commission, Nepal 



2006

Bachelor of Education – School Administration






2003

Master of Arts – Population Studies







1998

	

	
	


Administrator – Catholic High School in Dubai, U.A.E.


       Oct 2009 – Jan 2020
School Teacher and Headmaster – Government Schools in Nepal                
       15 Years
Lecturer – Public and Private Colleges in Nepal
       
        


        8 Years
	

	
	


· Gained more than 2+ decades experience within Private and Public School in UAE and Nepal in the domain of Librarian, Administrator, School Teacher/Headmaster, Lecturer and Campus Chief.

· Acquired Masters Degree in Business Administration and License Teacher from one of the reputed University in India.

· Successfully created a positive work environment that fostered cooperation and team work among staff members.  

· Worked hand-in-hand with colleagues and management to create a sustainable source of funds for the facilities. Also achieved a well-organized system for instructional materials and documents.

· Performed effectively as part of a team of academic and administrative professionals to facilitate learning and the development of knowledge through teaching and research.
· Accomplished assigned workload with indefinable enthusiasm, commitment, honesty and dedication and drove towards contributing to continued business growth.
· Capabilities to manage student performance and intervention strategies to raise performance and safeguarding and additional educational needs.
	

	
	


Librarian 
· Provide the leadership and expertise necessary to ensure that the school library program is aligned with the mission, goals, and objectives of the school and the school district, and is an integral component of the learning/instructional program.
· Administer libraries and perform related library services including selecting, acquiring, cataloguing, classifying, circulating, and maintaining library materials; and furnishing reference, bibliographical, and readers' advisory services.
· Perform in-depth, strategic research, and synthesize, analyze, edit, and filter information. Set up or work with databases and information systems to catalogue and access information.
· Empower students to be critical thinkers, enthusiastic readers, skillful researchers, and ethical users of information. Ensure that students and staff are effective users of ideas and information.
· Instill a love of learning in all students and ensure equitable access to information.
· Collaborate with classroom teachers and specialists to design and implement lessons and units of instruction, and assess student learning and instructional effectiveness.
· Organize collections of books, publications, documents, audiovisual aids, and other reference materials for convenient access.
· Design information storage and retrieval systems, and develop procedures for collecting, organizing, interpreting, and classifying information.
Administrator

· Acting as a focal point of contact on administrative matters; ensure smooth functioning of the school in carrying out day-to-day functions.

· Primarily responsible for supervising the work of the office, administrative, or teaching staff to ensure adherence to quality standards, deadlines, and proper procedures, correcting errors or problems.

· Managing and overseeing the entire administrative operations of the school ensuring effective utilization of available resources.

· Responsible for controlling the library as well as official documents.

· Maintaining knowledge of the organization set up and understanding of its aims and objectives. 

· Providing efficient support to the entire organization; liaising with internal departments to exchange information, coordinate activities, and promptly resolve issues and concern. 

· Adhering to and implementing organizational policies, procedures, and service standards in conjunction with management.

· Reviewing records or reports pertaining to activities to verify details, monitor work activities, or evaluate performance.

· Discussing problems with staff to identify causes and to work on resolving the same.

· Providing employees with guidance in handling difficult or complex problems or in resolving escalated complaints or disputes.

	

	
	


Courses – Trainings

· Attended Population Studies Teacher Training Program by the Higher Secondary Education Board in Bhaktapur, Nepal in Sept 2003.

· Participated in Population and Development seminar/ workshop organized by Central Department of Population Studies and United Nations Population Fund in Nepal in Aug 2001.

· HPE Teacher’s Training by DEO, Shankhuwa-sabha in 2001.

Research conducted:

· Conducted a study on Fertility Behaviour of Dalit Community in Nepal, 2001.

· Undertook research Village Profile of Madi Rambeni VDC, Shankhuwa-sabha, 2000.

Affiliation: Lifetime Member of Nepal Red Cross Society
	

	
	


Nationality

:
Nepali                    

Date of Birth
:
25th November 1968             

Marital Status
:
Married             

Visa Status

:
Cancelled Visa

Languages
:
Speaks English, Nepali & Hindi[image: image3.png]
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