
                                 CURRICULUM VITAE
PERSONAL STATEMENT
Administrative support professional offering versatile Teaching management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

ACADMIC HISTORY

· Matriculation  (General Science)

· Intermediate  (History, Islamic Studies)

· Bachelor  Degree    (Economics, Arabic)

· B.Ed. 

· Master Degree     ( Urdu, Islamic Studies )

· M.Ed.





 EDUCATION  INSTITUTES
· Board of Intermediate & Secondary Education

· Govt .Collage for Women

· University of the Punjab

· Allama Iqbal Open University

EXPERIENCE  IN  TEACHING
· Teaching Experience For Two Year Allama Iqbal Foundation School

· Teaching Experience For one Year Care Foundation Adopted School

· Teaching Experience For one Year Laurel Bank School System

OTHER SKILLS 

Computer Skills:

· Microsoft XP applications (Word, Excel, Office, PowerPoint, Outlook, Access) – Advanced

· Microsoft Office Document Imaging and Scanning - Advanced

· Acrobat Reader 6.0 – Intermediate

Language Skills:

· English - Basic (Reading or Writing and Spoken skills)

· Urdu 
· Punjabi

key skills :
· Friendly and approachable
· Organised and hard working
· Strong communication skills
· Showing initiative and solving problems
· Take pride in my work
PERSONAL COMPETENCIES

· Ability to work in a fast-paced environment to set deadlines

· Excellent oral and written correspondence with an exceptional attention to detail

· Highly organised with a creative flair for project work

· Enthusiastic self-starter who contributes well to the team

PERSONAL DETAIL
· Religion : Islam

· Sex :  Female

· Country : Pakistan

· Cnic : 35201-7417978-2
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