Sreeja                                                            
E-mail 
 : sreeja.345518@2freemail.com  
Curriculum Vitae

Career Objective

Seeking a challenging position as a chemistry Lab Assistant in a reputed Educational organization and apply all my skills and experience for the growth of the organization.
Personal Profile

· Possess excellent communication and interpersonal skills.

· Quick learner and result oriented.

· Hardworking, energetic and sincere.

· Dedicated and self-reliant.
Academic Qualification

· Bachelor of Education – from University of Calicut, India  
· Bachelor of Science (Chemistry) – from University of Calicut, India
Computer Literacy and Skills

Proficiency in MS Excel, MS Word and MS Out Look
Work Experience

Period from: March 2014 

Arab Unity School, Dubai, United Arab Emirates:

  Presently working as a Laboratory In charge (Present):

Key responsibilities:
· valuable experience in chemical techniques, instrument use, and reagent preparation

· additional experience in a laboratory setting (enhancing skills in the assembly, use and maintenance of special laboratory equipment)

· reinforcement of concepts learned in your courses (enhancing such skills as recording, evaluating and interpreting data)

· experience as a teaching assistant (enhancing communication skills and problem-solving skills, as well  those skills associated with teaching, guiding and supervising undergraduate students)

· General laboratory safety training.
· Setting Lab For CI (Cambridge international Examinations).
· liaising with academic staff to discuss timetables, equipment requirements and work plans;

· running trials of experiments prior to classes and then demonstrating techniques for experiments;

· preparing equipment and chemicals before lessons - from test tubes to state-of-the-art microscopes;

· maintaining and repairing equipment and laboratory apparatus;

· record keeping, e.g. for students' practical sessions, tracking methods, results, etc;

· ensuring that equipment is properly cleaned and that chemicals, drugs and other materials are appropriately stored;

· cataloguing recordings and making them available when requested (if the department houses audiovisual resources);

· supporting the work of teachers in classes and laboratory sessions and giving technical advice to staff and students;

· working with individual students and supporting them on research projects;

· managing the stock control of chemicals and equipment;

· contributing to high-level research, if working at university level;

· ensuring that all health and safety procedures are understood and followed correctly;

· coordinating work in the laboratory to ensure efficient use is made of expensive pieces of                    equipment.

Period from: July 2008 to Jan 2014
                      Gulf Model School. Muhaisnah, Dubai.

Position        : Lab Assistant.

· valuable experience in chemical techniques, instrument use, and reagent preparation

· additional experience in a laboratory setting (enhancing skills in the assembly, use and maintenance of special laboratory equipment)

· reinforcement of concepts learned in your courses (enhancing such skills as recording, evaluating and interpreting data)

· experience as a teaching assistant (enhancing communication skills and problem-solving skills, as well  those skills associated with teaching, guiding and supervising undergraduate students)

· General laboratory safety training.
· sliaising with academic staff to discuss timetables, equipment requirements and work plans;

· running trials of experiments prior to classes and then demonstrating techniques for experiments;

· preparing equipment and chemicals before lessons - from test tubes to state-of-the-art microscopes;

· maintaining and repairing equipment and laboratory apparatus;

· record keeping, e.g. for students' practical sessions, tracking methods, results, etc;

· ensuring that equipment is properly cleaned and that chemicals, drugs and other materials are appropriately stored;

· cataloguing recordings and making them available when requested (if the department houses audiovisual resources);

· supporting the work of teachers in classes and laboratory sessions and giving technical advice to staff and students;

· working with individual students and supporting them on research projects;

· managing the stock control of chemicals and equipment;

· contributing to high-level research, if working at university level;

· ensuring that all health and safety procedures are understood and followed correctly;

· coordinating work in the laboratory to ensure efficient use is made of expensive pieces of                    equipment.

​​​​​​​​​​​​​​​​​​​​​​January’08 – June’08        : Weir Solutions FZE, 
                                                Dubai, U.A.E.

Position                                  : Assistant Sales Coordinator

Responsibilities

· Attending Telephone calls
· Updating Sales Register
· Updating Sales Order 
· Creating Purchase order 
· Updating Purchase invoice
Period from: 1st Ausgust 2005 to October 2007                                                                                                                                           

                        I .C.A English Higher Secondary School, Thrissur Dist Kerala, India.       

Position: High School Assistant

Responsibilities 

· Chemistry & Physics classes to 8, 9, 10 Grade students      
· Preparation of monthly lessons and reports

· Preparation of Question Papers for Mid-term examinations

· Conducting Monthly/ Mid-term examinations, supervisions.

· Submission of Monthly Lesson Plans
· Maintenance of attendance register 

· Submission of weekly lesson plans and review reports to principal

· Maintenance of class discipline and moral

· Giving assignments, projects, seminars, to students on a continues basis

· Conducting practicals.
Period From: May 2004 to July 2005
Nepokh Polymers Pvt. Ltd.
Position


: Chemist
Responsibilities
· Observed different effect of substances by introducing energy, light, heat. 

· Researched on related field of chemistry. 

· Created reagents and test solutions for conducting tests. 

· Created documents on performed tests in order to use in future for study purpose. 

· Attended seminars of specialist which helps to increase knowledge of chemistry.
Period From: August 2002 to October 2003 
Moylan Electrodes                                                                                                                                        
Position:


Junior Chemist
Responsibilities 

· Used newly founded analytical techniques for the analysis of the chemicals. 

· Researched on different things as a group member or independently. 

· Helped seniors in their work and observed the important things. 

· Carried out experiments and created lengthy notes on the results as well as the overall experiment procedure itself. 

· Handled other related duties also.
Personal Profile

Date of Birth
: 
22nd March, 1981
Nationality
: 
Indian

Marital Status
: 
Married
Visa Status
:
Husband Sponsorship

Languages Known               : 
English, Hindi, and Malayalam.
Driving License               :      UAE  Driving License. 
References                        

Can be provided upon request.
Page 4 of 4

