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SHABANA 

E-mail:    SHABANA.351105@2freemail.com   

Experience: 
2013 Onwards (currently)

A position “H.O.D”- Head of the Department-English and ADMINISTRATIVE HEAD,
IQBALIA Junior College,Toli Chowki,Hyderabad.
COORDINATOR FOR IE0 (INTERNATIONAL ENGLISH OLYMPIAD) ,
SOF ( SCIENCE OLYMPIAD FOUNDATION )

 2011-13
 A position “H.O.D” Head of Department – English,
SULTAN-UL-ULOOM Junior College,Banjara hills, Hyderabad.

· Research on English teaching, language development and editor for institutional language standards.
· Preparing competitive material for outstanding results for the students.
· Executing extra focus on student’s preparation, performance and perfection other than getting meritorious records.
· Preparing question papers, lead for staff meetings and improvement staff intellect for teaching standards.
2010-2011 (Master of Arts – English Literature), on Weekends.
Maulana Azad Urdu University, Hyderabad.

· Worked as a counsellor for English communication and professional Communication.
· Enhance student’s English and overall personality.

· Worked as editorial board of college.
· Taken part in Research and Functional perspective development of English literature for student’s betterment.

2006-2010 –  Senior Lecturer in English.
Vision Junior college, Hyderabad.
· Teaching English language with respect to State and Central syllabus (Board of Intermediate)

· Developing fluency in English by conducting assignments on Reading, Speaking, Listening and Writing.
· Taking workshops on English language and personality development lessons for students.

· Preparing exam related material and question papers for the college Center Board.
1999-2006 – English Trainer and Administrative head of English department (Government registered institution)

KASB Institute of Vocational Studies, Hyderabad.

· Teaching higher stage English syllabus, according to board of vocational standards (Registered Board of Intermediate)
· Preparing, dividing and interpreting the various lesson plans for the students.

· Daily, weekly, monthly and quarterly analysis of students according to teacher: student ratio.

· Preparing students for IELTS, CAT, SAT, MAT, ICET and Other competitive advance exams (Based on English Language standards on National level).
1998-1999 – Senior Lecturer in English (Board of Intermediate) – Fulltime.
Vani Junior college for girls, Hyderabad.

· Taking classes as per the academic syllabus i.e., Board of intermediate.
· Conducting regular analysis of students on the basis of monthly exam results.
· Improvement of English language by stage plays, role plays and speeches in English.

Educational Qualification:
· 2012—Master in Commerce (M.Com)
            Osmania University, Hyderabad, India.
· 1999 – P.G.C.T.E (PH.D – English language teaching) – Discontinued due to personal reasons
            Marathwada University, Aurangabad, India.
· 1996 – Master of Arts in English Literature (M.A)
           Osmania University, Hyderabad, India.

· 1994 – Bachelor of Commerce (B.com)
           Osmania University, Hyderabad, India.
· 1991 – Intermediate (M.E.C)
           Board of Intermediate, Hyderabad, India.

· 1989 – S.S.C (10th)
            Board of Secondary Education, Hyderabad, India.

Awards and Achievements:
· Received gold medals and shield of excellence in Graduation i.e., Bachelor of Commerce (B.com) for subjects in Accountancy & English language merits.
· Received many awards in English stage plays and role plays on Author writings.
Technical Skills:

· Certification in Ms-Office, Ms-Word, Ms-Excel, Ms-Power point and Ms-Access 
      (Institution Recognized by Board of Intermediate, A.P)  
· Web-designing, HTML(INFORMATION TECHNOLOGY)
· Operating Systems like Windows 2000, 2003 and XP.
CERTIFICATION:

DIPLOMA IN HR : RECRUITMENT, TIME MANAGEMNENT, PAYROLL MANAGEMENT,

EMPLOYEE RELATIONS, INDUSTRIAL RELATIONS AND GENERAL                                       ADMINISTRATION

Personal Details:

· Languages Known
: English, Hindi, Arabic and Urdu

· Nationality

: Indian

Extra curricular Activities:
· Managed cultural Feast of college.
· Worked as editorial board member of college.
· Participated in story writing, poem and drama writing competitions on behalf of my institution in various inter college events at state level.
· Worked as faculty advisor for functional English language development.
Strength:  
· Willingness to Learn.

· Ability to develop and lead a team.

· Maturity, honesty, ability to look at challenges as opportunities.

