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March 21st, 2010.

Dear Sir/Madam,

Application for the Post of Teacher Nursery, Foundation or Foundation stage 1
I hold a Licentiate Teachers Diploma for Speech and Drama (UK), Fellowship Diploma, FIEMS from the Institute of English, Music & Speech, and Colombo and a Diploma in Montessori Method of Education for Nursery & Primary Teachers. I possess over 18 year’s experience (English medium) a leading Private School in Sri Lanka and in International Schools.
Since this brief description will communicate only a partial description of me I have enclosed with this a detailed resume of mine. 

I display initiative in managing my own workload and could perform a multi duty role and I am a pleasing personality.

I feel that my experience and abilities are well suited for the position and would welcome the opportunity to discuss with you how my work experience and skills would add value to your prestigious School.

I am currently in the UAE.
I would appreciate an interview with you to assess the opportunity of being a part of your team and to contribute my fullest potential for the growth and welfare of your esteemed school. If given the opportunity I could commence employment immediately.
I look forward to receiving a favorable response from you at your earliest.

Thanking you in advance.

Sincerely yours,

RESUME
Profile:

I am perceived as a hardworking person, good team player unafraid to take the initiative. I am a good communicator at all levels and I hope that my eighteen years experience in teaching and my continuous striving to learn and develop my skills will enable me to develop my career preferably in the teaching field.

Aspiration 

A key position in a prestigious school where I can contribute to give an excellent service to the best of my abilities by improving my knowledge and experience and in the same time fulfilling my own expectations as well as the expectations of the school.
Educational background
:

Education: St. Bridget’s Convent (the most prestigious Private Girls’ School in Sri Lanka, established more than 100 years ago.)  
Educational Qualifications  

· Passed G.C.E O/L Examination in 1982 (Certified) in 7 subjects including a Credit Pass for English Language.
Professional Qualifications
:

I possess the under mentioned Professional Diplomas
1.
Gold Medal Diploma for Speech & Drama from LAMDA (The London Academy for Music & Dramatic Art) in May 2002.
2.
Licentiate Teachers Diploma for Speech & Drama - LLAM, from LAMDA, London in August 2006.  This included four Modules.
3.
Fellowship Diploma, FIEMS from the Institute of English, Music & Speech, Colombo, Sri Lanka, along with the Royal Gold Award for excellence in teaching standards in  January 2008.

4.
Diploma in Montessori Method of Education for Nursery & Primary Teachers, from the Colombo (Sri Lanka) Montessori Teacher Training Centre, in April 1989.


This Centre is affiliated to the Fairfax University and Kent College, U.S.A.  I was also the Class Teacher for Grades One and Two.  (Theory & Practical Subjects were included for this Diploma).

5.
Certificate for Computer Applications for Teachers specially and exclusively conducted at Holy Family Convent, Colombo, Sri Lanka.  March 2008.

6.
Elected as a full member of the Society of Teachers of Speech & Drama (STSD), U.K.    My name was added to the Register of Members of this Society in May 2008.

Other Certificates:
1. Certificate from the University of Warwick (U.K.) for passing “English for Communication Level 1”.

2. Certificate for passing Grade 8 in Speech from the Wendy Whatmore Academy, Colombo, Sri Lanka.
3. Certificate for completing the First Year from The Good Shepherd Maria Montessori Training Centre, Colombo, affiliated to the Association Montessori International.

4. Certificate from The National Institute of Education, Centre for Professional Development – Education Management – for participating in the School Based Staff Development Programme.

PAST EMPLOYMENT: 

Teaching Experience:

I possess 18 years teaching experience as mentioned below:
· 1995 to December 2009, 15 years as Primary School Teacher (Grades 1 to 5)  for Speech & Drama, at Holy Family Convent, Colombo 4, another prestigious Girls’ school in Sri Lanka.  At this Convent, I taught generations of children and also trained them for London & Sri Lanka examinations and also trained them for the British Festival of Performing Arts, for which the Judges came from the U.K.  Most of my students scored high marks at these examinations and were awarded trophies and Certificates of merit. 

· Colombo Montessori Teacher Training Institute
1989 to 1991 (3 years)  

Position: Montessori/Pre-School Teacher at this school, I was the Class Teacher for Grades 1 & 2.

Skills:

· I possess excellent communication skills in both verbal and written

· Excellent Computer skills (MS Office).   
· I possess supervisory skills 
· Provided strong support to the management team
· Provided direction and guidance to other staff
· Well organized and managed the day to day administrative operations of the Company
I possess an International Driving License.

Personal Details: 

Date of birth

: 19th May 1966  

Nationality                       : Sri Lankan
Marital status                  : Single 
Language known                : English (Fluent)

