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Amna 
Email: amna.357563@2freemail.com 
	Professional profile 

	I am an enthusiastic person I am quick to grasp new ideas and concepts, and to develop innovative and creative solutions to problems. I am able to work well on my own initiative and can demonstrate the high level of motivation required to meet the tightness of deadlines. Even under significant pressures, I possess a strong ability to perform effectively



	 Objective
	I am now looking to build up my extensive range of technical skills within a suitably challenging role. I am keen interested to achieve further professional development. I would like to work for a company that will enhance the skills I already have as well as provide the opportunity for personal and professional growth and advancement opportunities



	Personal Details 
	· Religion

          Islam 

· Marital status                        Single

· Nationality                           Pakistani

· Languages

         Fluent Urdu/English  


	Education 
	· Master of Arts in Education from University of Karachi.

· Bachelor of Arts (Hons) in Education, social work and Mass. Communication from University of Karachi.

· Intermediate (Arts) from Karachi Board.

· Matriculation (Science) from Karachi Board.




Employment:

(CIMS) Committee of improvement and management of schools in town

 Designation: Town educational development center manager

 Duration: 2013-onwards

Job Responsibilities:

·  Maintaining programme schedules

· Reporting on project status

· Managing project team

· Seeking approval executive and senior managers

· Plan, develop, manage and evaluate special topic education programs.

· Ensure quality control and consistency of continuing education documentation for all certified activities.

· Assist Deputy Director in reviewing and evaluating continuing programs.

· Ensure that required components of education programs meet the accreditation standards and correspond to the continuing education mission of the organization.

· Prepare reports, at the request of the Deputy Director, on activities as needed.
· Develop and maintain atmosphere of teamwork
SALEEM  NAWAZ FAZAIA COLLEGE (PAKISTAN AIR FORCE)

Job designation: Subject & Class teacher / coordinator 

Duration: 2007—2010
Job Responsibilities:

· Demonstrates communication and interpersonal skills as they relate to interaction with students, parents, other teachers, administrators, and other school personnel

· Maintains confidentiality of students and students’ records

· Works cooperatively with school administrators, special support personnel, colleagues, and parents

· Conducts assigned classes at the times scheduled

· Demonstrates timeliness and attendance for assigned responsibilities

· Provides adequate information, plans, and materials for substitute teachers
· Observations of the teacher by the principal and assistant principals..

· Provide mediations for students to resolve conflict.

· Conduct career and educational planning activities.

Happy palace Grammar school

Job designation: Subject Teacher

Duration: 2006—2007

Job Responsibilities: 

· Teaching all areas of the primary curriculum

· Taking responsibility for the progress of a class of primary-age pupils

· Organizing the classroom and learning resources and creating displays to encourage a positive learning environment

· Planning, preparing and presenting lessons that cater for the needs of the whole ability range within their class.

· Motivating pupils with enthusiastic, imaginative presentation;

· Maintaining discipline.

· Preparing and marking work to facilitate positive pupil development.

· Meeting requirements for the assessment and recording of pupils' development.

	Activities 
	· President of Educational farewell and picnics.

· Won prizes for Quiz competition and poster presentation.

· Active participation in inter Collegiate seminars.



	Computer skills
	· Windows-XP

· Microsoft Office XP

· Internet Browsing & Email 



	Reference 
	May be furnished on request.




