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  Faiza                                
faiza.347523@2freemail.com
w/o Mr. Tanweer Ahmed Khan                                         

	Objective
	Looking for  Principal’s / Vice Principal’s /$upervisor’s/Coordinator’s/ English lecturer’s post in any reputed School/University/Educational Concern in UK / UAE / US. Already has  13 (thirteen) years of teaching experience from various reputed CBSE schools of India (at present working in University in KSA) out of which 7 (seven) years of teaching plus supervision experience. Hard working, willing to learn & grasp quickly whatever is being taught or explained. Have a flair for Discipline. 

	Experience


	13(thirteen) years teaching experience including 7(seven) years of supervision.

May 2013 – June 2016      Northern Border University                      KSA

Asst. Coordinator (Department of ELS) / English Instructor
Job Profile:-

Teaching English to the Preparatory year (first and second semesters), assisting the Coordinator in supervision of teachers’ performance, conducting internal as well as semester exams ,scheduling of lectures, designing question papers etc.
Other responsibilities:
1. Member of examination review committee

2. Coordinator of Quality Assurance
3. Quiz (Internal exam) in charge

4. Teacher’s time table in charge

Workshops:
· Workshop on ‘How to motivate the students’.

· Workshop on ‘Multiple Intelligence’.

· Workshop on ‘Use of Corpus Linguistics’ in language teaching

· Teachers training workshop by Oxford University Press.   

· ‘Using technology in teaching English’.

· Blackboard learning workshop.

· Rosetta Stone  training live ‘WEBX’.

· Rosetta Stone training for future managers.

· Workshop on Rosetta Stone.

· Orientation Blackboard education software.

· ‘How to teach vocabulary’.

· Workshop on English language.
April 2012 – Feb 2013      Eastern Public School (IB school)        Bhopal

PYP Head
Job  Profile:-

Looking after the academics of PYP (Primary years Programme). Responsible for smooth running of PYP, recruitment of staff, monitoring the staff’s performance, proper usage of resources, conducting PTMs, conducting Parents conference with the Chairman.
15th June 2011 – Feb 2012   International Public School Pvt. Ltd.  Bhopal
Academics Coordinator
Job Profile:-

Conducting Interviews and recruiting the staff.
Training the teachers.

Helping in setting up the Franchise Schools.

Looking after the Academics of franchise schools of IPS (guiding the teachers, monitoring the notebooks correction, preparing the worksheets etc.

Conducting workshops for the teachers.

April 2009 – June 2011       Bal Bharati Public School Neelbad          Bhopal

TGT(English)  & Coordinator
Responsibilities as a TGT:-

Acted as Class teacher of Std. VI and VIII.
Taugt English up to the senior most class IX.
Acted as the Coordinator .
Responsibilities as a Coordinator:-

    I assisted the HM (in 2009-10) in fulfilling the responsibility of managing the students, staff and all the activities related to school. I took up the task of maintaining the discipline and decorum in school campus, getting feedback from the HM and taking appropriate actions on it at appropriate time. I also used to review the notebook corrections along with the HM and as per her instructions used to give my feedback to teachers for improvement. In the absence of the HM I took the responsibility of administrating the various operations of the school. I observed, evaluated and recorded my observations of teaching staff, non teaching staff and students for further actions by the HM. I also used to make arrangements for the vacant classes (if any teacher absent), draft and sent circulars, interact with the Parents to sort out their problems at coordinator’s level or direct them to the HM for further action. I also prepared children for anchoring in various functions; motivated them to participate in various functions, and in various literary activities. I coordinated and supervised the admission drive conducted by BBPS Neelbad. I supervised the school level activities like annual function, investiture ceremony etc.
 In 2010-2011 I worked as the Coordinator under the Principal where I performed almost all the administrative duties like interviewing the candidates for teachership before directing them to the Principal for final interview, and supervision of the staff members, maintenance of discipline, organizing the workshops and seminars, organizing and coordinating the field trips, cultural programmes , organizing the parent teachers meetings, preparation of reports and all documents for Managing Committee meetings and also for CBSE inspection. I also managed to get the required changes done in the infrastructure of the school for the CBSE inspection.
I also attended the Managing Committee Meeting as the representative of the school in the absence of the Principal, in December 2010 at ‘Bal Bharati Public School Gangaram Delhi’.
Workshops: -

Two days workshop on ‘Excellence in School Education’ conducted particularly for heads of the schools at ‘I I M Indore’.

An induction workshop for the principals of newly affiliated schools, conducted by CBSE at IPS Indore. 

April 2007 – March 2009    Shree Bhavans  Bharti Public School         Bhopal

Teacher (TGT English) 
Responsibilities  as a TGT:-
Acted as Class teacher for Std. VI & VIII.
Taught Science / English to all the classes from std. V to std. VIII.

Other Responsibilities :-

1.    Acted as the member of Readers club.

2.    Acted as the house in charge.

3.   Conducted inter-house competitions like Debate, Extempore,                    

       Recitation etc.
4,    Prepared the allotted house children for assembly, training them 

       for talks, speeches, skits  etc. 
 Workshops: -
Attended a workshop on language teaching conducted by Oxford University Press.
5 days workshop on ‘Teaching Methodology’ conducted by ‘Eklavya’ (NGO). 
5 days workshop on ‘Behavioral Problems of Children’ conducted by two renowned clinical psychologists of the city.
Workshop on ‘spiritual peace and moral education’.
July 2005– April 2007
Shishu Vihar Higher Secondary School         Bhopal

Teacher (PGT English) 
Responsibilities ;
Acted as Class teacher for Std. XI.
Taught Biology/English to all the classes from std. VIII to std. XII.
took the responsibilities of organizing various activities in the school campus like debates, quiz, drawing competition, extempore, solo song, group dance competition etc. Prepared the students for speeches and anchoring for various functions of the school. Took up the task of  maintaining discipline and order in the school. 
June 2002 – April 2003
Red Rose  Higher Secondary School      Bhopal

Teacher(TGT English)
Acted as Class teacher for Std. VI.
Taught English to all the classes from std. VI to std. VIII.

Organised various literary competitions like debate, recitation etc.

Acted as house in charge.

	
	Jul 1998- Apr 2001            New St. Mary School  Bhopal

Teacher(TGT English)
Taught English & Science to Primary & middle classes.   
   

	Education
	2003–2004                      *   P.G.  Diploma in DIETETICS   with First division. 
                                           Bhoj Open University                                      Bhopal

1999–2000     *Bachelor’s Degree in Education(B.Ed.)(Basic) with Distinctions
                                           Saifia College.                                              Bhopal

1996–1998       *   Master’s Degree in English Literature 

                                           M.L.B. College                                             Bhopal

1993–1995   * Bachelor’s Degree in Science (B.Sc.) with Distinctions.
                                           M.L.B.College                                     Bhopal
1990–1991* Passed Senior Secondary School Certificate (CBSE) -1st Division                                                                                                   

                                     St.Joseph’s Convent Sr. Sec. School Bhopal


	Co-Curricular Activities
	Participated in many Essay competitions, G.K. & Science quiz,

    Sports activities etc.

Conducted many competitions in various schools.

	Languages Known
	Spoken and written knowledge of English, Hindi & Urdu.

	Interests
	Listening music, travelling and admiring natural beauty.

	Date of Birth
	30th day of January 1972.

	Religion Followed
	Islam

	Marital Status
	Married (Two Daughters)

	
	

	Other skills
	Article writing, Computer knowledge: Microsoft word, Excel & Power point.

	Nature & Abilities
	Always ready to learn the unlearned things. Love to take jobs & tasks never done before. Grasp quickly whatever is being taught / explained. Always keeps looking to explore whatever is being unexplored. Loves discipline. 

	Ambitions/Desires
	Wants to succeed as a good teacher as well as a good administrator. Wish to play an important role in removing illiteracy from our country. Have a desire to help & teach poor and needy people.

  Place : Bhopal (INDIA)    

 Date:18th Feb 2017
Faiza 
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