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Profile
A  responsible,  hardworking  individual  who  is  able  to  work  under  pressure  both
effectively and with great innovation as well as relishing new challenges and the
opportunity to meet new people. I have the ability to work confidently both as part of a
team  and  individually.  I  have  experience  in  many  fields  from  tutoring,  retail  to
volunteering; specifically working with the youth.
Key Skills
MS Office, Numeracy, Literacy, Teaching, Planning Lessons, Customer Service,
Youth Work, Asylum Liaison as well as management.
Summary of Skills
Experience in leadership and mentoring young people

Experience in teaching and training subordinates as well as peers

Excellent communication, organisation, and presentation skills

Excellent technical and analytical skills with ability to handle multiple tasks

Hardworking, reliable, goal oriented and a team player

Planning and organisational skills

Good written and verbal communication skills

Extensive knowledge of Word, Excel, PowerPoint and Access

Enjoy the challenge of learning new skills and implementation of new ideas
Education
Sep 2014 – June 2015
Diploma in Education and Training
June 2011 – Sep - 2011
Cambridge Certificate in English Language Teaching to Adults (CELTA), Saxon
Court
Sep 2007- June 2011
University Of Westminster
BA Social Science
Sep 2004- June 2006
Central Foundation Sixth Form – A-Levels
Media, English Literature, Sociology, Islam & Ethics
Sep 1999-July 2004
Central Foundation Girl’s School
GCSE’s Taken Included:
Math, English Literature, English Language, Double Science, ICT, Religious
Education, Sociology, Design & Graphics, History
Experience
Sep 2014 – Present
Nov 2013 – Aug 2014
Sep 2011- Nov 2013
February 2009 – August 2011


SEN Learning Support Assistant, Ealing, Hammersmith and West London College, United Kingdom
· Provide educational and organizational support to the lecturer, guide students during sessions and assist each student to achieve their full potential. 
· Encouraging students to be confident and independent 
· Helping students understand instructions 
· Assist students on arrival, at lunch/break times and on departure. 
Cover Teacher ESL, Starlight Centre, Acton, London, United Kingdom
· Deliver lessons where the normal cover has been left, to a high standard with limited preparation time and on occasion at short notice. 
· Help with the support of individual students with SEN issues 
· Carry out suitable administrative tasks 
· Manage behaviour of students effectively, putting an end to any unacceptable behaviour before it escalates 
· Provide students with a positive learning environment so as to aid student progress 
· Deal with any issues, whether behavioural or otherwise, in the appropriate manner. 
English Instructor, Preparatory Year Program – Princess Noura University, Riyadh & King Saud University, Riyadh, Saudi Arabia
· Planning, preparation, and delivery of English language training to Preparatory Year students across all levels of proficiency 
· Providing high quality teaching 
· Evaluation of student work 
· Mentoring and advising students 
· Undertaking professional activities 
· Coordinating student activities 
· Marking Of Homework and Class Work. 
· Preparation, administration and marking of placement, progress and achievement tests 
· Assessment and reporting of student performance. 
· Development of supplementary materials for core syllabuses or for special courses 
· Assisting with the running of public examinations 
Education and Skills Training Centre, Hayes, Middlesex, United Kingdom-
English language instructor
· Preparation of lessons 
· Marking of homework and class work 
· Preparation, administration and marking of placement, progress and achievement tests 
· Assessment and reporting of student performance 
· Attending staff meetings and/or workshops arranged by senior staff 
· Assisting with the running of public examinations 
December 2008 - Present
Supporting The People Of Tomorrow (SPOT), London, United Kingdom –
Treasurer and Mentor
A voluntary youth organisation, which provides advice, social and recreational activities to what it considers disadvantaged youth from ethnic minority backgrounds. I was invited to join the Management Committee in December 2008, to help change the lives of many people from a background similar to mine. Currently duties include meeting with local authorities and planning projects as well as budgeting and liaising with the organisations accountant as well mentoring young people.
Jan 2008 – December 2008 Education & Skills Training Centre, Hayes, Middlesex United Kingdom – Part Time Administrator
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access 
· To produce correspondence, documents, maintain presentations, spreadsheets and databases 
· Devising and maintaining office systems 
· Booking rooms and conference facilities 
· Using content management systems to maintain and update websites and internal databases 
· Arranging meetings, taking minutes and keeping notes 
· Using shorthand and audio tapes or copy typing to produce letters, correspondence and documents 
· Liaising with staff in other departments and with external contacts 
Sep 2008-Oct 2008
2Schools Consortium- Student Associate
Guided by experienced teachers I gained experience of how to work with pupils in the
classroom. The scheme gave me the opportunity to gain new skills and develop
previous ones, contribute in raising attainment and aspirations of young people in
school and gain firsthand experience of what a career in teaching involves.
Hobbies & Interest &
Reading books, spending time with family and friends, attending or listening to
Volunteering
educational lectures and lessons. Travelling to different countries, meeting new
people and seeing new places. I love going to the theatre and watching films.
