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Education

MBA (Master of Business Adminstration)

In 2001 from the Institute of Business Administration, Karachi, Pakistan
Certifications
· Teacher Training Course at Beaconhouse School System
Trainings 
· Teaching Strategies
· Differentiation Strategy
· Charter of Compassion
Memberships 

· Chairperson 
Membership – Karachi Tulips Ladies Lions 

Club of the Lions Club International

· Member – 

Karachi Club
Languages Known: 
English, Urdu, Arabic
Hobbies
Art and Craft, Participating in art exhibitions 
Playing Scrabble, Chess and Badminton

	CAREER OBJECTIVE
To be part of an organization that provides congenial working environment for personal and professional advancement 
WHAT I CAN OFFER
100% job commitment, perseverance under pressure and an affable personality at all times with excellent time keeping. Excellent communication skills, both written and verbal. A team player who loves to adjust and adapt to the varied personalities at workplace.
SKILLS PROFILE
· Strong critical thinking skills
· Strong written and verbal communication skills
· Ability to work with a diverse population
· Ability to deal effectively, cooperatively and tactfully with faculty staff, administrators, students, and parents
· Proficiency in Microsoft Office, Prezi and Edmodo

· Ability to take up multitasking efficiently
· Enthusiastic, creative, and a team player

· A proactive approach in identifying problems, creating innovative solutions and managing projects
· Keen on training opportunities for personal and professional growth

WORK EXPERIENCES

Beaconhouse School System
Defence Campus, Karachi,
Pakistan
Since August 2011
English Coordinator / Teacher
Responsibilities
· Lesson Planning, Curriculum Development, Paper Setting, Classroom Management, Reinforcement classes
· Maintaining contact with the parent body through phone calls and meetings

· Subject coordination across the Middle School for grades 6, 7 and 8
· Ensuring timely and maximum participation of students in the various in-house and ex-house essay competitions

· Maintaining files of records of students

· Coordinating with the Head Office for subject related matters 
· Updating Softboards

· Coordinating the E-Magazine

· Announcements on events like Sports Day and Result Day

· Coordinating for event management for the Middle School

Pakistan State Oil Company Limited
Karachi, Pakistan
2003 – 2004

Administrative Responsibilities
· Making all necessary arrangements for the Badin Flood Relief project. This included getting administrative approvals from various departments and the Managing Director as well as getting quotations from suppliers, ensuring that the trucks are loaded with the sack bags and banners in time for the supplies.
· Preparing forms, filing documents and maintaining records. The star project was ISO Certification of the department for which I was awarded the Managing Director’s Performance Award. 
· Getting data from the different branches and preparing Daily Sales Report, Month-end reports and presentations for the Departmental Head
· Coordinate with department staff and representatives of other departments on such administrative and operational matters as personnel, accounting, purchasing, and building maintenance/repair, and telephone & IT services
ACE Securities
Karachi, Pakistan 
2002 - 2003
Branch Manager
Duties:
· Maintaining the branch for all types of stationery and printing material
· Filing of documents and records
· Answering phone calls of customers
· Scheduling meetings
· Maintaining databases
· Ordering supplies for the branch

Areas of Expertise/Trainings
· Classroom Management
· Charter of Compassion
· Teacher Training Course
EDUCATION
· Master of Business Administration MBA 
Institute of Business Administration Pakistan. 2001
· Bachelor of Business Administration BBA 
Institute of Business Administration Pakistan. 2000
ICT Skills 
· Excellent ICT Background: MS Windows & Office (Word, Excel, and PowerPoint)
· Excellent command on Microsoft Office Outlook
· Good at educational softwares like Edmodo and Prezi
Languages Known: 
English  Excellent Speaking reading & writing  
Urdu      Excellent Speaking reading & writing  
Arabic  Good 
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