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Objective

Looking for better opportunities inSchools, in any suitable position where I can expand on my experience.
----------------------------------------------------------------------------------------------------------------------------------------------
Personal Data

Full Name


:
Bajarunisa
Date of Birth


:
18.10.1969
Place of Birth


:
Chennai, India

Educational qualification
:
M.A., (Socialogy) 

B.Sc., (Chemistry)
Other qualification

:
MS Office

Nationality


:
Indian


Marital Status


:
Married
Knowledge of..
SCHOOL PRINCIPAL
Role of the principal is to provide leadership, direction and co-ordination within the school. 
Main focus should be to develop and maintain effective educational programs within school and to promote the improvement of teaching and learning with school.
Should strive to create an organization and or climate which fosters student and teacher growth.

All encompassing as all aspects of the schools operations are either directly or indirectly under jurisdiction.

Responsible for the detailed organisation of the school, the development of the instructional program, the assignment of duties to and the supervision of members of his staff and the general operation of the school facility.

Ensure of the leadership and climate.

Ensure of programming, assist the teaching staff in the development, implementation modifications and selection of curriculum materials.

School organization and staffing:
Ensure to participate with the school division office in the selection of professional, clerical and support staff.

Ensure be responsible  for the preparation of timetable, class lists and schedules, and supervision schedules and be responsible for their functioning.

Ensure hold regular staff meeting for the purpose of discussing educational and administrative matters.

Be responsible for the proper registration and transfer of students in the school and for the maintenance of up to date student cumulative records.

Ensure to establish appropriate procedures for the control of all school textbooks, materials, equipment etc.,

Professional Experience

2013 to 2014
-
A Reputed International School




Chennai, Tamil Nadu State.





Teacher (English Lit.,)
2000 to 2008
-
Middle East International School




Riyadh, K.S.A.





Coordinator





And Teacher (Science & Social Studies)

1992 to 2000
-
Tuitions (Home)




Riyadh, K.S.A.





Teacher
1990 to 1992
-
Social Welfare Department




Govt. of Tamil Nadu





Chennai, India




Welfare Officer 





Stenographer

Responsibilities

2013 to till now
-
Teacher - A Reputed International School

· Instruct students on interpreting literature.

· Assign books to read, including classics and contemporary novels.

· Help students interpret literature and poetry.

· Teach students about the structure and content of the English language, including proper grammar, spelling, and sentence structure.

· Teach about different literary styles.

· Create instructional resources for use in the classroom.

· Plan, prepare and deliver instructional activities

· Create positive educational climate for students to learn in.

· Meet course and school-wide student performance goals.

· Participate in ongoing training sessions.

· Create lesson plans and modify accordingly throughout the year.

· Maintain grade books.

· Grade papers and perform other administrative duties as needed.

· Write grant proposals to gain funding for further research.

· Create projects designed to enhance lectures.

· Read and stay abreast of current topics in education.

· Create lesson plans.

· Utilize various curriculum resources.

· Integrate competencies, goals, and objectives into lesson plans.

· Utilize curricula that reflect the diverse educational, cultural, and linguistic backgrounds of the students served.

· Develop incentives to keep participants in class.

· Develop professional relationships with other agencies and programs.

· Utilize public library resources.

· Work with program coordinators to ensure initiatives are being met.

· Tutor students on an individual basis.

· Establish and communicate clear objectives for all learning activities.

· Prepare and distribute required reports.

· Observe and evaluate student's performance.

· Manage student behaviour in the classroom by invoking approved disciplinary procedures.

2005 to 2008 
-
 MEIS - Coordinator (Principal  & Supervisor) 

· Developing a creative learning community across the school.

· To have knowledge, understanding and enthusiasm for creative teaching and learning as a key to raising achievement, aspiration and motivation

· To build a community of creative learning practice across the school, involving all departments as appropriate

· To involve parents, Governors and other members of the community extensively throughout the programme

· To develop, through dialogue with the wider school community, an enquiry based approach which addresses a range of issues relevant to the broader developmental needs of the school and its learners and is linked to the school improvement plan

· To act as a facilitator in school, able to translate the school’s vision for creative learning into practical implementation

· To ensure that children and young people play a meaningful and active role in learning that can truly reflect their interests, needs and enthusiasms

· To take overall responsibility for programme and project management, delegating extensively across the school community and ensuring roles and responsibilities are understood clearly by all

· To coordinate, in partnership with the Creative Agent, meetings and activities with creative practitioners, school staff and other partners

· To ensure all programme activity is carried out with due regard to health and safety and the safeguarding of children and young people

· To ensure that all monitoring and evaluation requirements are fulfilled and that partners commit to developing reflective practice throughout the programme

· To actively network with other school partners and external partners linked with the programme, attending Creative Partnerships networking meetings as appropriate Time requirements

· Coordinators will be expected to be released from other duties in order to ensure this role is allocated sufficient time to attend planning, evaluation and networking meetings

· Assisting with identifying and recruiting potential Mentor Teachers.

· Coordinating in-school placement arrangements.

· Coordinating the arrival of Student Teachers and orientating them to the school environment, staff and students

· Communicating on a weekly basis with the University Facilitator or Field Experience Associate.

· Facilitating the inter-classroom observations.

· Facilitating and monitoring the Whole School Project requirement.

· Organize students into teams.

· Establish coaches for each team. Teams cannot be formed without coaches.

· Act as liaison between parents, coaches, students, administrators and teachers.

· Meet with the coaches as a group to answer questions about team progress (or lack of) and to answer any other questions.

· Provide many materials (spontaneous books, videos, handbooks).

· Help find required judges and workers for the regional tournament.

· Resister teams with the state and international organization.

2000 to 2005 
-
 MEIS – Teacher (Social Science)


· Instruct students about global and national social issues.

· Help students understand the geographical, historical, cultural, and political factors that influence the development of world regions.

· Lecture on the operation of political and economic systems.

· Teaches courses in social studies, history, geography, American government, political science, or humanities to secondary pupils, utilizing core curriculum and other appropriate learning activities approved by the Board of Education.

· Create instructional resources for use in the classroom.

· Plan, prepare and deliver instructional activities.

· Create positive educational climate for students to learn in.

· Meet course and school-wide student performance goals.

· Participate in ongoing training sessions.

· Create lesson plans and modify accordingly throughout the year.

· Maintain grade books.

· Grade papers and perform other administrative duties as needed.

· Write grant proposals to gain funding for further research.

· Create projects designed to enhance lectures.

· Read and stay abreast of current topics in education.

· Create lesson plans.

· Utilize various curriculum resources.

· Integrate competencies, goals, and objectives into lesson plans.

· Utilize curricula that reflect the diverse educational, cultural, and linguistic backgrounds of the students served.

· Develop incentives to keep participants in class.

· Develop professional relationships with other agencies and programs.

· Utilize public library resources.

· Work with program coordinators to ensure initiatives are being met.

· Tutor students on an individual basis.

· Establish and communicate clear objectives for all learning activities.

· Prepare and distribute required reports.

· Observe and evaluate student's performance.

· Manage student behaviour in the classroom by invoking approved disciplinary procedures.

1992 to 2000 
-
Teacher (Home Tuition)
Teaching for classes from1std to Higher Secondary in CBSC syllabus.

1991 to 1992 
-
Welfare Officer (Junior)
.
	· Planning welfare services on a district basis to meet local community needs;

	 
	 

	
	· Collaborating with District Councils, related Government departments and district organizations to facilitate the implementation of social welfare policies in the district;

	 
	 

	
	· Coordinating with non-government organizations (NGOs) in the district in respect of delivery of services in meeting the welfare needs of the local community;

	 
	 

	
	· Establishing a proactive social outreaching network in the district to assist the needy and the disadvantaged;

	 
	 

	
	· Advocating the building of a caring community and encouraging participation of local people to help those in need through promoting volunteer service in the district;

	 
	 

	
	· Administering and coordinating the operation of the departmental service units in the district.


1990 to 1991 
-
Stenographer

1. Take dictation and transcribe it rightly to save time of boss. 

2. Maintenance of appointment diary. 

3. Maintenance of grievances register and disposal. 
4. Dealing with important letters etc. 
5. Proper response to the diginitories and VIP on phone as well as personal. 
6. Disposal of official dak of boss. 
7. Confidential nature. 
8. Human touch with toughness in his work. 
9. Responsible and honest.
Training Attended

2004
Computer Awareness Programme




Riyadh, K.S.A.

Qualitative Strengths


Interpersonal Skills


Effective Communication


Economizer in every steps


Self Starter


Effective Customer Service

