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SYNOPSIS:
A forward thinking and experienced academic administrator, possessing drive, ambition and ability. Having a broad knowledge of organizing, managing and supporting the day to day activities required for running an educational institution. Flexible with strong team‐ working skills, able to work individually or as part of a group. Involved in a wide variety of tasks in areas such as admissions, resource planning and recruitment. Excellent organizational skills gained through all‐round administrative experience, now looking for an opportunity for personal development and career progression with a reputable organization.
PROFESSIONAL EXPERIENCE
LITTLE HANDS KIDS CLUB
APRIL 2015 ­ JUNE 2015
Worked as a Foundation Stage ­2 Teacher as well as Cover of Administrative Officer in Little Hands Kids Club. Dubai, United Arab Emirates.
JOB DESCRIPTION
Responsible for developing and implementing work schemes and lesson plans in line with the requirements of the early years foundation stage (EYFS). 
Motivating children to learn and imaginatively using resources in order to facilitate learning. 
Develops the social and communication skills of children and provide a safe and secure environment in which the child can learn. 
Building and maintaining relationships with parents/guardians to further support pupils. 
Record observations and summaries the children's achievements. 
Focus on optimum child development and preparation for a successful transition to primary school education. 
Works to develop close and effective relationships with parents, including opportunities to discuss and understand the child’s individual progress encourages them to bond with the class and the school community; provides individualized tracking of student progress. 
Participates in professional activities designated by the Director, which may include workshops, curriculum development, retreats, meetings, grade reporting, planning, and other professional pursuits. 
OTHER JOB DUTIES
Fulfilled the duties of administrative officer (when needed) which includes:
Offering personal guidance to prospective parents during all the stages of Admissions process. 
Managing incoming applications and documentation. 
Collection of fees including the administration of Childcare vouchers, pursuing outstanding fees and resolving any account queries as well as keeping petty cash records. 
Compile and send standard letters to prospective parents. Following and maintaining office procedures. 
Assisting in the preparation and attendance of Admission Office related events. 
Participates in the admissions process, speaking from time to time with prospective families‐‐at the request of the Manager. 
Assesses the needs of the class and prepares requests for materials, furnishings, and supplies within the framework of the budgeting process. 
Attending in‐service trainings and arranging all staff meetings and professional sessions, including staff and parent meetings. 
Performs related duties as assigned. 
ACHEIVEMENTS
Awarded Employee of the month Certificate for the month of June 2015. 
REPORTING RELATIONSHIPS
Reporting directly to Nursery Manager; provides lead direction to assigned assistants. 
LITTLE PRINCESS NURSERY
MAR 2013 ­ JUL 2014
Worked as an Admission officer in Little Princess Nursery. Dubai, United Arab Emirates.
KEY RESPONSIBILITIES
To Provide Prospective Parents with the Current Admissions Status by maintaining and referring to current weekly admissions statistics. 
To Positively Promote the Nursery With a View to Achieving a Full Admission Status by: Responding to telephone, email and visitor’s enquiries in a positive, realistic and 
friendly manner. 
Sharing key information such as class sizes, calendar dates, academic and sport, curriculum, creative arts, extra‐curricular activities and facilities. 
Promoting the aims and ethos of the Nursery and pupil welfare. 
Sending invitations of upcoming events and email updates to prospective parents. To Provide Personal Guidance to Prospective Parents during Admissions. 
To Manage Incoming Applications and Documentation. To Follow and Maintain Office Procedures by: 
Ensuring that the Admissions office is welcoming and presentable to all visitors. Respecting the confidentiality of all applications. 
Ensuring that any data entered on an applicant’s file is accurate. 
Updating an applicant’s status on Engage at each stage of the admissions process. Printing emails or making file notes which results in a significant change in the 
applicant’s status. 
To Prepare Weekly Reports for the Manager by Extracting Data on: The current number of prospective applications and their status. 
The number of applicants on the waiting lists for individual year groups. The number of applicants who have been offered places. 
The number of applicants who are yet to accept. 
To Support in the Preparation and Attendance of Events (Open House, sports week, Talent show etc) by: 
Helping to set up signage and preparing relevant tables. Preparing welcome notices. 
Attending events and carrying out allocated tasks. Supporting with tidying up duties. 
CAMBRIDGE INTERNATIONAL SCHOOL (A GEMS SCHOOL)
SEP 2012 ­ OCT 2012
Worked as a (maternity cover) Learning Manager for Foundation stage­1 in Cambridge International School. Dubai, United Arab Emirates.
BEAUTIFUL MINDS NURSERIES
APR 2011 ­ DEC 2011
Worked as an Early Years Teacher in Beautiful Minds Nurseries. Dubai, United Arab Emirates.
RESPONSIBILITIES
Teaching all areas of the foundation stage, this is focused on helping the children to achieve early learning goals. 
Providing pastoral care and support to children and providing them with a secure environment to learn. 
Devising and producing visual aids and teaching resources. 
Organizing learning materials and resources and making imaginative use of resources. Assisting with the development of children's personal, social and language abilities. Supporting the development of children's basic skills, including physical coordination, 
speech and communication. 
Encouraging children's mathematical and creative development through stories, songs, games, drawing and imaginative play. 
Developing children's curiosity and knowledge. 
Working with teaching assistants to plan and coordinate work both indoors and outdoors. 
Observing, assessing and recording each child's progress. 
Ensuring the health and safety of children and staff is maintained during all activities, both inside and outside the nursery. 
Develops lesson plans and manages the learning experiences for students to ensure the needs of the groups and individual students are met. 
Assists students toward self‐directed learning and normalization. 
Maintains a neat, well organized, and attractive prepared environment consistent with Montessori pedagogy. 
ZIA MEMORIAL ACADEMY
AUG 2007 ­ OCT 2008
Worked as an Admission Officer in Zia Memorial Academy. Karachi, Pakistan.
IN­SERVICE TRAININGS
ADVANCE DEVELOPMENT TRAINING PROGRAM
APRIL ­ 2011
Mark Making by Sarah Rogers. 
Development and Motor Skills by Karen Burns. Language and communication by Clare Napper. 
EMERGENCY FIRST RESPONSE
JULY ­ 2011
Instructed by Mr. Mike White. 
Emergency First Response Care for children. 
Automated Defibrillator (AED), recommended skill for the Emergency First Response Care for children. 
PERSONAL SKILLS
A Flexible and Committed approach. 
Quick adaptability & Commitment to work. Willingness to learn. 
Strong Communication skills. 
Enthusiastic and positive thinking. Effective Co‐ordination with others. 
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