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   KARIMA 

Email: karima.314282@2freemail.com  

CAREER OBJECTIVE:

    To obtain a position as an English school teacher in which strong dedication to the total development of children and a high degree of enthusiasm can be fully initialized.    
EDUCATIONAL   ATTAINMENT:

· Bachelors Degree in English Studies- Ibn Toufail University-Morocco 2000-2004
· Baccalaureate in Literature-Hassan II High School-Morocco
· Hassan II high school Morocco  1999 – 2000
· Baccalaureate in modern Literature 
· Number of specialized classes in English Literature /Grammar/Writing    
WORKING HISTORY:

POSITION

: Passengers Service Agent

YEAR


: Sep-2011 up to present 
COMPANY

: EMIRATES AIRLINE, DUBAI, U.A.E 
Duties and Responsiblities:
· Prepares all documentation in compliance with airline requirements. 

· Deals promptly with Property Irregularity Reports and instigates tracing action for mis-routed baggage. 
· Liaises with other agencies: Flight Dispatch, Security, Ground Services and the Fire Service to ensure on time departures are achieved. 
· Completes and dispatches all relevant documentation including ticket coupons, as required by the airline or operator to their appropriate addresses. 
· Deals with Shell passengers, complying with their safety regulations and procedures. 
· Assists Duty Airport Manager with Airport/Airline emergency procedures as published in the relevant manuals. 
· Completes appropriate documentation, handling of monies, credit cards and unique payments as applicable. 
· Provides assistance to all passengers to the highest standard of customer service at all times, especially in the event of delays, cancellations and diverted flights.
· Dealing with passenger enquiries about flight departures and arrivals.
· Checking passengers in and giving seat numbers.
· Providing boarding passes and luggage labels and advice passengers about luggage restrictions.
· Weighing baggage and collecting any excess weight charges.
· Taking care of people with special needs, and unaccompanied children.
POSITION

: English Teacher 
YEAR


: 2006 up to 2007
COMPANY

: HIGH INSTITUTE OF APPLIED TECHNOLOGY (OUAZZANE CITY)
POSITION

: English Teacher 
YEAR


: 2004 up to 2006
COMPANY

: MOUAD IBN JABAL HIGH SCHOOL (KENITRA CITY)  
Duties and Responsiblities:
· Advising student on career issues.

· Organizing and delivering classroom lectures to students.

· Evaluating a students' class work and assignments.

· Preparing classroom and coursework materials, homework assignments, and handouts.

· Recording and maintain accurate student attendance records and grades.

· Classroom management.

· Developing English lesson plans in line with the National Curriculum.

· Maintaining discipline in the classroom.

· Creating a vibrant teaching atmosphere.

· Planning, preparing and delivering lessons to a range of classes and age groups.
· Preparing and setting tests, examination papers, and exercises.
· Marking and providing appropriate feedback on oral and written work.
· Devising, writing and producing new materials, including audio and visual resources.
· Organizing and getting involved in social and cultural activities such as sports competitions, school parties, dinners and excursions.
· Attending and contributing to training sessions.
· Preparing information for inspection visits and other quality assurance exercises.
· Freelance teaching on a one-to-one basis.
· Basic administration, such as keeping student registers and attendance records.
QUALITIES AND SKILLS
· Deep ability to compile information and prepare reports.
· Excellent written and verbal communication skills.
· Computer literacy: Highly productive in the use of Microsoft Word, Excel, Access, Power Point, Outlook Express, Microsoft Widows XP, Microsoft Office XP, Professional and well versed in internet operation.
· Extremely productive in high volume, high stress environment.
· Team work.
· Excellent coordinating skills.
· Immense ability to schedule appointments and maintain calendars.
· Profound ability to transcribe and record meeting minutes.
· Remarkable word processing and data entry skills.
· Excellent ability to make administrative/procedural decisions and judgments.
· Excellent ability to gather and analyze statistical data and generate reports.
· Great knowledge of general accounting principles.
· Remarkable ability to communicate effectively, both orally and in writing.
· Complete knowledge of supplies, equipments and services ordering and inventory control.
· Excellent passengers service skills.
· Excellent interpersonal and communication skills.
· Hard working, Enthusiastic and Flexible.
· Can execute a task within a short time.
· Good listener.
· Target driven and self motivated.
· Strong persuasive skills.
CAREER HISTORY

English teacher high institute of apphed teccnology ouzzane (Morocco) 
ACHIEVEMENTS
· Selected to attend a variety of meetings and trainings in emirates airlines

· Good performance at every stage of professional life  
· Achieved  performance targets assigned by company
WHY SHOULD I BE SELECTED?

· Maintain punctuality in professional life 

· Vast experience in customer service

· Can execute tasks under pressure 

· Can learn very fast from mistakes
PERSONAL   INFORMATION:
NATIONALITY

: Moroccan 
DATE OF BIRTH

: 26/April/1979
SEX



 : Female

MARITAL STATUS

 : Single
RELIGION


 : Muslim 
LANGUAGES SPOKEN
 :  Arabic        : Mother Tongue 

                                                    :  French       : Fluent 

                                                    : English       : Fluent 
VISA STATUS
              : Employment Visa 
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