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Personal Data

Date of Birth   : 23-Oct-1989
Age                : 26
Gender           : Female

Nationality      : Indian

Religion          : Islam

Marital Status : Married
Languages Known

· English

· Urdu

· Hindi

· Telugu

	CAREER OBJECTIVE 

           Interested to work in an institution wherein I can exploit my knowledge to the maximum and also use my inter personal and communication skill, ability to establish and maintain healthy relationship with all levels of staff, management. To do the tasks at hand in systematic manner and excel in executing the job with my analytical and problem solving skills, and work for the development of the company. 

ACADEMIC CREDENTIALS 
· B. Com. with Commerce from Osmania University, Hyderabad-

     India. (2007-2010), 72% - I DIVISION.
PROFESSIONAL EXPERIENCE

St. Lawrence High School                                      Hyderabad
Kindergarten Teacher                                   June ‘10 – March ‘16 
(Full Time)

St. Lawrence High School is one of the best school in the vicinity. It is Recognised by the Government of Telangana upto Xth Standard. Presently it has a strength of 1000+ students. It has got students from all walks of life. Its results for every year in SSC Exams is above 90%. It follows Telangana State Syllabus and is constantly monitored by the Board of Secondary Education through Regular Inspections. It also has another Brach in Old City.

Job Responsibilities
· Report to Head Mistress. 

· Supervises all Students, directly and/or indirectly.

· Purpose: To serve as the Kindergarten School teacher with English and Number work as main subjects. As a class teacher developing and implementing policies, programs and curriculum activities, in a manner that promotes the educational development and the professional development of each student. 
· General Planning: conceptualizing the broad goals of the subject and plans accordingly to ensure that procedures and lesson plans are implemented to carry out the total class program. 
· General Coordination: ensures that the class is compatible with the rules, regulation and organizational structure of the school system. Defining the responsibilities and accountability of student monitors and developing plans for interpreting the class program to the school management. 
· Enhancement of Personnel Skills: providing activities which facilitate the all round growth of the students and enhance the quality of the instructional program. 
· Students Objectives: identifying the annual objectives for the instructional, extracurricular, and athletic programs of the students. 
· Curriculum Objectives: ensuring that instructional objectives for a given subject and/or classroom are developed, and involves the students and others in the development of specific curricular objectives to meet the needs of the class program. Providing opportunities for students participation in the school program. 
· Establishing Formal Parents Relationships: evaluates student progress in the instructional program by means that include the maintaining of up-to-date student data. Supervising and appraising the performance of the students to parents in meetings. 
· Facilitating Organizational Efficiency: maintaining inter-student system communication and seeking assistance from                       staff and management office staff to improve performance. Maintaining good relationships with students, staff, and parents. Compiling with established lines of authority. 
· New Staff and Students: orienting and assisting new staff and new students and providing opportunities for their input in the school program. 
· Community: encouraging the use of community resources, cooperating with the community in the use of school facilities, interpreting the school program for the community, and maintaining communication with community members. 
· Supplies and Equipment: managing, directing, and maintaining records on the materials, supplies and equipment which are necessary to carry out the daily school routine. Involving the staff in determining priorities for instructional purposes. 
· Services: organizing, overseeing, and providing support to the various services, supplies, material, and equipment provided to carry out the school program. Making use of community resources
COMPUTER SKILLS
· Diploma in Accounting Packages : Tally,  Wings, Focus,   

                                                       Peachtree, QuickBooks
· Operating Systems
  :   Windows 2003 NT4 (98, 2000, XP, 8).
· Office Tools.(World, Excel and PowerPoint) 
· Internet Surfing Knowledge.
STRENGTHS
· Dedication to work and strive for goals in life.

· Good team player skills, ability to withstand pressure.

· Leadership and Decision making capabilities.

· Flexible to work in different environments.

· Finely tuned analytical and research skills.

· Good oral, written communication and presentation skills.

· Well organized and proficient with details.

· Fortitude, Forbearance and Patience.
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