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EDUCATIONIST & ADMINISTRATOR with 17 years & 9 months experience
Worked as a Teacher, Academic Administrator, Examination In-Charge, Resource Centre -Head of Department, Editor & at present  Academics Advisor  at corporate level.
OBJECTIVE: To obtain a position of leadership where I can disseminate, train, lead  and bring about a difference with my experience of multi layer academics management skills , create parameters of  quality of services given to respective Users, be a part of  program development or any new venture in the organization. I prefer to work towards creating benchmarks and set precedents.
PROFESSIONAL ACCOMPLISHMENTS:

July 1995 to 2015
September 2013 to Present – Working with the IQRA Group of Education in Dubai as  Academic Advisor in the corporate office which includes:     
· continuous  collaboration  with the Principals of the Group’s schools for the academic development and ensuring the dissemination of quality education.
· Have the knowledge of working with the different curriculums like ICSE,CBSE, IGCSE & IB.
· Participated in 6 KHDA inspections as per the UAE rules across the Indian and British curriculum schools in Dubai.
· Handling academic recruitments.
· Overseeing the advertisements/publicity of the group.

· Guiding the librarians of the 4 schools in their workings.

· Advising the Board of Directors about necessary matters for review.

· Chalking out policies for the corporate office.
· Managing and guiding the four libraries of the four schools that the Group has.
Worked  at  Scottish High International School (ICSE, ISC, IGCSE,IB), Gurgaon as Head of Department - Resource Center. I had also been a key member of the School Editorial Board for the year 2009-10 and from the year 2011, had been appointed as Editor.

I played a crucial role as part of the core pioneer team in the process of steering the organization through the various authorizations /affiliation processes at different stages. For e.g. .the PYP & DP authorizations of IB; the inspection process of the ISC affiliation; audit for the ISO standard adherence etc. 

I set up the library, trained a team of six members to carry out the different tasks entailed and brought the library to the stage of a fully functional hub of activities and nodal point of the school from its earlier dormant condition. The highlights of my job responsibilities there were:

Desk management: Procurements, Circulation, Subscriptions, Collaboration with publishers/vendors, Routine up-dates etc.

Delegating duties to team members.

Activity planning like book week, book clubs, author invites, getting the children/students to work as a team or individually on activity/ties.

Encouraging and guiding the students from Grade III onwards towards research and reference information collection.

Guiding the senior students in research work and supervising the Extended Essay paper in the DP curriculum along with the Subject expert.

Organizing the logistics for the Workshops and Conferences happening in the library.

Invigilation of the examinations being held in the library.

Publishing the DAILY ORDER document everyday which contains the highlights of the next day’s happenings in the school and put up for display on the main Staff Notice board.

Presenting MIS report to the Principal and the Chairman on a monthly basis.

Coordinating with the other Department Heads and teachers for garnering resources in a weekly meeting.

Taking up orientations, workshops for the new teacher joiners/trainees.

Overall maintenance and up – keep of the ambience of my domain is my duty.

Working on the LS Ease software for circulation and cataloguing.

Planning the library budget.

Selection of  required resources.

I had been appreciated for creating a department which has adhered to the ISO 9000 & 14000 standards for having a quality system in place by a team of auditors who visited the organization for the annual audit. Library got a special mention for its high levels of service and efficiency.

As Editor of the school newsletter and the annual chronicle, I led a strong team of academic faculty members and  senior students. My team members assisted me in assimilating all kinds of articles related to the different happenings in the school and then I worked on them regarding selection of appropriate material for each issue and editing each one as required. I collaborated with the printer, got the drafts made and edited them appropriately for final publishing. 
August 2004 to May 2008, at Amity International School, (CBSE) Gurgaon, Haryana as Librarian. I had also been responsible as Examination In-Charge for grades VI to XII. 

I was responsible for the circulation desk during assigned hours, sorting mail, preparing equipment & the library premise for the students. 
I provided courteous assistance to students, faculty and patrons in obtaining library materials and services. I maintained and provided assistance with library equipment besides negotiating with the various publishers. I planned the extension of the existing library collection for the senior students.

As Examination In- Charge, I was responsible for maintaining all records related to the examinations, thorough proof reading of each question paper, accountability of their Xeroxed copies, planning the seating arrangement, allocating invigilation duties of the staff members and above all maintaining the confidentiality and sanctity in the complete conduction of the exams.

July 2003 to 2004, worked at City Montessori School, (ICSE and UP Board) Lucknow in the Inspection Department as an Assistant to the School Inspector. I had the responsibility of coordinating with the principals of the various branches and report administrative matters to Ma’am regarding the conduction of co curricular activities and in -house training programs for teachers.

Feb. to Nov.2002, worked at Dalhousie Public School, (CBSE) Dalhousie, Himachal Pradesh as Librarian and teacher of Grade III during their evening study hours. It, being a boarding school there were many enriching learning experiences since every staff member had several other duties besides the routine work of academic teaching.

April 1998 to 2000, I worked at Cambridge High School, (ICSE) Aurangabad, Maharashtra as Class Teacher of Grades III and V besides handling my duty as a House Mistress and Admission Process In-Charge during the time of admissions which entailed the smooth conduction of entrance tests for the various levels.

July 1995 to 1996, started my career as a Kindergarten Teacher at Tender Hearts Primary School, Lucknow.

EDUCATION:

· La Martiniere Girls’ College, Lucknow 1978-89.Distinctions in English in ICSE and ISC.

· B.Com, Lucknow University 1989-92.Second division.

· B.Lib.Sc, Isabella Thoburn College, Lucknow 1994-95.Second division.

· Masters in Economics Lucknow University 1995-97.Second division.

· B.Ed. Institute of Professional Studies, Lucknow, 2000-01.Second division.

· CIEFL certification for English. Scored ‘O’level in an all India wide exam.

· Certificate from Pearl’s Academy, Lucknow for possessing the skill to run the primary wing of an educational institution.

CAREER PROFILE:

I consider my myriad experience as extremely fulfilling and enriched. Each responsibility has given a new dimension to my learning graph. My strength is my communication skills which has always given me the due edge and assisted me in leaving an indelible mark in every capacity that I’ve worked in. I have always considered my pupils as my asset.

WORKSHOPS/TRAININGS:

· I have attended all the workshops related to the understanding of the PYP and the DP curriculums of IB.
· Library Continuum Workshops, Theory of Knowledge & Extended Essay Workshops.
· Child Protection Policy Workshop

· Inquiry based Learning
· Conducted orientations for the new recruits.
COMPUTER LITERACY:
I am adept with Libsys LSEase, MS Word, MS PowerPoint and working on the net while being moderate at MS Excel. I have reasonable typing speed according to the requirements of my job profile.

PERSONAL PROFILE:

I have always been regarded as a good team worker which I believe has helped me to inspire and strengthen professional bonds. I am competitive by   nature which motivates me to perform better. I am creative minded too, particularly in the field of writing. I have several publications of poems, short stories and letters of recognition from world famous dignitaries.

OTHER INFORMATION: 

· DOB 30/11/1970.

· Nationality. Indian

· Status: Single.

· Health excellent.

· Interests: reading,writing and driving

· Joining time: Open to flexible/negotiable terms

· being offered ( ie accommodation,flight tickets and medical insurance etc) – OPEN to NEGOTIATION
I can….
· Teach individuals and groups of students to use a library with growing independence, helping them learn to locate, select and use resources for informational and recreational needs and providing skills for life-long learning.
· Teach students to plan information search strategies with emphasis on critical thinking skills 
· Instruct students and staff in specific commands to use with various information tools.
· Promote reading enjoyment and an appreciation of literature.
· Teach library skills in the context of classroom activities in order to relate them to real world needs.
· Train teachers in the uses of new information technologies and their applications to instructional activities.
• Provide guidance for parents as they share reading, listening and viewing experiences with their children and help them use electronic information sources.
