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Sara 

	Contact Email:
	sara.338785@2freemail.com 

	Relationship status, No of children, gender, age(s):
	Married, 1 girl, 11 years old


Personal Profile 
· Experienced vice principal for 2 years  

· Experience in school administration management for 3+ years 
· Experience in PR with parents
· Experienced ICT teacher/head with 10 years teaching experience 

· Have experience of the UK National Curriculum, USA 
· Have experience in the International Primary Curriculum (IPC) 

· Experience in working with middle and high school students 

· Experience of using technology in classrooms 

· Experience in supervising Collegeboard SAT tests
· Experience in managing MAP and CEM assessments
· Experience in school accreditation

Education and Credentials
· Education Qualification  ( Present - March 2017)
Faculty of Education, Alexandria University

· Diploma in Education Leadership and management (Present - February 2017)
Notting Hill UK

· PG- Academic High  Degree Diploma in Engineering Management (2008 - 2011)
Faculty of Engineering, Alexandria University

· MCIT  “Ministry Of Communication for Information and Technology” Professional IT Training scholarship programme    (9/2001-3/2002)
(Lotus Notes Track) IBM , Alexandria
Graduation Project:  Design an Application  for Brokerage Company
· BSc. in Production Engineering (1995 - 1999)

Faculty of Engineering, Alexandria University
Graduation Project:  ISO - 14001 for the Yeast factory in Moharem Bek
· Secondary School

Sabahya School – Ras Al Khaimah, UAE
· Primary/Middle School

St Fatima English School in Cairo
Professional Experience
ELM International School
elminternationalschool.com
2015-present

Administration Manager

Brief summary of responsibilities and achievements:

· I report directly to the school director, I assist him in instructional and managerial /operational tasks in all education levels.

· Responsible for the overall management and supervision of the operations of the school including admissions, student affairs, HR and managing all school events
· CEM assessments

· Responsible for the supervision and inventory of necessary supplies, textbooks, equipment and materials.
· Responsible for all the PR  with parents, as I do manage their complaints and contacts, run the parent council on monthly basis. Follow up all the complaints with the school academic principal and teachers. 

· Maintain a positive safe campus by enforcing school rules and policies, and act as a liaison to parents, community and staff
· Participate in collective decision-making within the school as part of the management team

· Coordinate parent/family involvement, transportation, and building maintenance; Ensure that the appearance and safety of the school building is maintained to acceptable standards
· Manage and address issues, situations, problems and/or conflicts that could negatively impact the school
· Promote the school through parent presentations and via social media e.g. Facebook

ELM International School     elminternationalschool.com
2014-present

Head of Student Affairs
Brief summary of responsibilities and achievements:

· Provide administrative support for academic student affairs; Provide detailed information on policies and academic regulations; Verify processes and approve documents related to admissions, registration and submission of grades; Support students and parents throughout all administrative processes and procedures. 
· Manage all school events
ELM International School     elminternationalschool.com
2014-present  

   ICT Manager

Responsibilities and Achievements:

· Direct school staff to solve problems and develop new ideas using the information and communication technology in school including media, and information technology (IT), such as software related tasks. 

· Coordinate the ICT curriculum “Rising Stars” throughout the school to provide professional planning, teaching, assessment and monitoring within ICT for KS1 to make sure that the students meet the required goals by the end of the year. Ensure that all the technology tools are being used, maintained and are functioning properly. 
· Managing all the school accounts as explained in this short clip that was made 2 years ago 

https://www.youtube.com/watch?v=tFn2YQcMhwA
Future International School
www.future-schools.com
2012-2014  

Vice principal of Future American School 

Brief summary of responsibilities and achievements:

· Report to Principal 
· Work with the principal in the development of administrative practices and regulations 

· Assist the principal in administering and leading a complete school unit within the policy framework developed by the Ministry of Education and by Advanc-ed.
· Liaison with parents and play the role of advisor to students 

· Resolve conflicts between teachers, parents, or students 

· Handle various areas in staff recruitment 
· Assist in the preparation and management of budgets and schedules and in the coordination and implementation of the co-curricular program.
· Responsible for the completion of records and reports
· Assume the responsibilities of the principal in her absence
· Enforce the implementation of the online school management among all stakeholders.
· SAT Testing Center Supervisor

· MAP Testing Coordinator
· Part of the main head team for the accreditation process (Advanc-Ed)
Future International School  
www.future-schools.com
2009 -2014
ICT Head (British & American Schools)   

Responsibilities and Achievements:

· Coordinate the improvement of course materials ( including books, resources and lab equipment)

· Revise lesson plans and hold weekly meetings with staff members to ensure each week's smooth running and progress 

· Participate in professional development workshops and conferences

· Prepare and present in-school professional development workshops for my staff

· Evaluate teacher performance and make recommendations for staff development and retention.

Future International School
 www.future-schools.com 
2009 -2011

ICT / Computer Science teacher (British & American departments)                                                      
Responsibilities and Achievements:

· I was committed to the teaching of ICT in a professional, dynamic and empathetic manner.

· Taught  Key Stage 3 British National Curriculum courses in ICT 

· I was actively involved in initiatives that support some subjects like Mathematics throughout projects that use  Maths, ICT and ART as well.

· Utilized innovative technologies to enhance learning and teaching

· Was actively involved in curriculum review and development as I used to work in schools with no ICT teaching history, therefore, I had to customize the curriculum to meet the required goals in a maximum of 2 years.

· Acted as a College Mentor to support, motivate and inspire students, as I helped many students to join colleges that suited their capabilities, and wrote recommendation letters for those who joined universities abroad.

· Taught from grade 5 up to high school, but middle and high school is my area of expertise. 
· Taught extra IT courses to high school students like Photoshop, website design which started with HTML then Dreamweaver and Flash MX.  

· Had experience in working with Tec knowledge and ICT Skill- Builders text books
· Experienced in teaching IGCSE ICT OL till nowadays
· Experienced ICDL teacher for high school students "All the high school students that graduated from the American department got ICDL certified up until the year I left.” They passed successfully the 7 modules of the ICDL certificate. ICDL curriculum is similar to the ICT/Computer science of Edexcel/Cambridge OL subjects for IGCSE students. 
ICDL: International Computer Driving License (computer skills certification programme; trademark of European Computer Driving License Foundation Ltd.)
· Taught business for high school students in the American department (2013,2014)

· Form teacher for Grade 12 (2009-2014)
Modern American School
2006- 2008

 IT teacher

Responsibilities and Achievements:

· Website designer 

· Responsible for school control panel

· Working with CITA documentations

· Searching for all possible materials to enlarge school electronic library

· Member student’s affairs section, responsible for:

· Behavior documentation

· Rewarding system

· Weekly report follow-up

· Computer teacher for all grades according to American curriculum

· Text book: Techknowledge

Egypt Modern School
8/2006- 10/2006

 IT Manager

Responsibilities and Achievements:

· Working with CITA documentations

· Computer teacher for High school in the American division.

Mahony Maritime & Shipping Company
6/2006- 8/2006

Responsibilities and Achievements:
· Internal auditor in Quality Control Dept.

· Document Controller

IBM – CompEx
www.compexit.com
2001- 2005
IT Instructor

Responsibilities and Achievements:

· I mainly taught students who earned  MCIT  “Ministry Of Communication for Information and Technology” scholarships various concepts of IT including an introduction to productivity suites of applications such as Microsoft Office and the use of these applications (Excel, Word, Access, Outlook, etc.), basic networking, and desktop and laptop hardware. Lotus notes designing, developing and administration courses. 

I also worked with the multimedia group and I taught courses in HTML, Flash MX, Dreamweaver MX, and Frontpage.  

· Supervised the graduation project of the MCIT scholarship students 

· Maintained a positive environment with all the students/adults, therefore, creating a positive learning environment to deliver the lessons.

· Enforced the student management and disciplinary policies of the Institute.

· Acted as a adviser outside of the class to support students and faculty that require IT training or assistance.

· Performed duties, as required, relating to textbooks, instructional supplies, student reports and records, attendance reports, etc.

· Participated in IT curriculum development and planned with other IT Instructors and the General Training Manager.
Project Management & Team Leadership
Managed and supervised the following Projects in MCIT Scholarships:

· Design a Web Site  for Kids using DreamweaverMX and FlashMX

· Create Flash Cartoon Movie Using FlashMX

· Create Learning CD Using FlashMX and DirectorMx

· Design an Application for Bank using lotus notes.

· Design an Application for Hotel using lotus notes.

· Design an Application for Medical website using lotus notes.

· Design an Application for Customs importing department using lotus notes

Professional Development & Certificates
· AdvancED Global Conference
November 2011
Cairo, Egypt

· IPC Assessment for Learning workshop 
April 2015

Bedford, UK

· IPC full training workshop 
February 2016

Alexandria , Egypt

· Innovation in Education
November 2016

Alexandria, Egypt

· Domino Application Developer

CLP  Certified Lotus Professional

CLS  Certified Lotus Specialist

· Macromedia Flash MX  Certified Flash MX Designer

· PowerPoint Microsoft Power Point MOUS Certified

Technology Skills
· Networks and Operating Systems

Networking Fundamentals, Operating system security, Network security and firewalls ,IBM windows 2000 training, Security auditing, attacks and thread analysis

· Database 

Access

·  Web developing techniques

HTML, JAVA (Basics only), ASP (JAVA Script or VB Script), FrontPage, Java Script, Perl, Adobe Photoshop

Flash MX Certified Flash MX Designer
DreamweaverMX, DirectorMX

· Programming Languages

Visual Basic (Basics only), C Language

· Lotus Notes

*Domino Application Developer
CLP  Certified Lotus Professional

CLS  Certified Lotus Specialist

*Domino Designer Fundamental

Security and Workflow, Domino Application Architecture, Using JavaScript at domino application

*Domino Server Administration

Implementing Infrastructure, Maintaining Servers and Users, Deploying Domino Application

· Microsoft Office

Word, Excel, Outlook, Access
PowerPoint (Microsoft Power Point MOUS Certified)

· Microsoft Project

Languages
· English – read, write and speak 
· Arabic – read, write and speak 
Interests and Hobbies 

· Enjoy travelling and sightseeing, I have been to UK, France, Italy, Germany, Austria, Switzerland, Spain,  Slovakia and Turkey.

· Manage summer camps abroad to children 

· Computer and shopping

· Art Shows, Music (listen to classical and hard rock),go to movies and plays

