Gulfjobseeker.com CV No: 758634
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php 

OBJECTIVES________________________________________________________

Seeking the challenging and growth-oriented career in highly motivated and well established organization, where I could prove my leadership skills. 
ACADEMIC QUALIFICATION_________________________________________

· Master of Education (Special Education)                                   2009

· AIO University

· Master of Science (Psychology)



     2005

· Punjab University

· Bachelor of Education 




                 2004

· Punjab University

· Bachelor of Arts






     2000

· Punjab University

EXPERIENCE_______________________________________________________

2010 (6 Months)     Administration Assistant          Kausar Group – Muslim Town LHR
· Managing day to day work of the office.
· Assigning tasks to junior administrators and reviewing their work.
· Maintain the Attendance Record of Staff

· Provide administrative/secretarial support for various departments such as answering telephones, assisting visitors and resolving a range of administrative Problems & inquiries

· Maintain Travel Schedule and Booking of Hotel according to demand of departments.

EXPERIENCE_______________________________________________________

2008 – 2010     Teacher – Special Education              The Lahore School Inn
· Special Education Class Teacher.

· Participated actively to support and achieve the specified goals and objective.
· Stimulated children’s thinking and problem solving skills. 
· Created a positive learning environment with child centered activities that encourages critical thinking.
· Developed an understanding of the needs and feelings of young children, combined with the ability to establish a positive relationship with parents and other professionals.

·  Report writing on children’s development and identifying those with possible learning difficulties, consulting other professionals where appropriate.
· Maintained parent contact through newsletters, phone calls home, field trips etc.
· Maintained up to date daily schedules, lessons plans, attendance and grade records. 

EXPERIENCE_______________________________________________________

2007 (6 Months) 
  Psychologist                                  Mayo Hospital- Lahore
· Worked as Trainee Psychologist.
· Diagnose and evaluate mental and emotional disorders of individuals and administer programs of treatment; interview patients
· Assess patient progress and modify treatment programs accordingly; communicate with and counsel family members as appropriate
· Participate in educational programs, in-service meetings, clinician meetings
· Established and maintained patients' medical records in accordance with regulations policies, and established practices.
EXPERIENCE_______________________________________________________

2000 (3 Months) 
Banking Internship                        Allied Bank -Pakistan
· Bill Department
· CD Department
· Postings of Ledger
· Cash Collection and Pay
EXPERIENCE_______________________________________________________

1999 - 2000        Teacher        
Punjab Public School- Multan Road Lahore

  


· Class Teacher.

· Maintain School Discipline.

· Attended and participated in required staff meetings and other activities.
· Implemented a positive discipline plan which promotes student responsibility, Problem solving skills and student accountability
· Prepared worksheets to help the adult students use the text books more efficiently on their own.
· Maintained parent contact through newsletters, phone calls home, field trips etc
· Maintained up to date daily schedules, lessons plans, attendance and grade records. 
COMPUTER LITERACY______________________________________________

Proficient in following expertise:

· Diploma in Computer Sciences- ICS/ DCS

· Computer workstation proficiency

· Microsoft Office proficiency

· Computer Troubleshooting 
PERSONAL INFORMATION__________________________________________

Date of Birth:  




26th Jan, 1981                                                 

Nationality:   




Pakistani                                                   

Marital Status:              


Married                                  

Language:                                                      English, Urdu, Punjabi
