

	
	


P E R S O N A L: 

Date of Birth
06-08-1970
Material Status 
Married (3 Children)
PRACTICAL EXPERIENCE: 
1- Headmistress -September 2015- to Date
I am presently working in a renowned O-Level School situated at Bahadurabad  offering only Cambridge Qualifications i.e. CHECKPOINT PRIMARY ), CHECKPOINT SECONDARY-1 & GCE O-LEVELS, these International Qualifications are being offered only in three school in Karachi and this institute is one of in them. 
My Roster is:

· Consulting & counseling with parents and students regarding their academic queries to improve the goodwill of institution to promote the Systems

· Develop Institutional Operational Planning

· Evaluation & Hiring of Faculties
· Allocation of Units / Preparation of Timetable

· Syllabus’ breakup & Term wise Implementation in all subjects as per Cambridge requirement

· Preparation of Academic Calendar & follow up of Syllabus covering schedules 

· Preparation of Examination Schedules & Finalizing of Exam Papers

· Arrangement of in House Extra Classes to cover the lacking (if found necessary)

· Conducting PTMs & Teachers Review Meetings and to handle all relevant issues

· Arrangements of Curricular & Co-curricular activities

· Preparation of Faculty Annual Confidential Reports for Director’s Review

2- Administrator -1999 to Sep-2015

I have been rendering as an Administrator since 1999 in renowned school named AES School for Girls, strength of students in this school is 1800 approx and this School offers Complete Basic Education from Montessori to O-Levels from Cambridge University and Matriculation from Aga Khan University Examination Board. I am managing more than 150 plus Faculty Members and 18 Administration Office Staff Members. 
This School always gives 100% results and prepared students who obtained high achievement awards worldwide e.g. World Distinction in many subjects of GCE O-Levels simultaneously in Aga Khan Board as well. 
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I dealt with:
· All Academic and as well Administrative issues i.e. 
· Preparation of Academic Calendar

· Hiring Faculty

· Finalizing of Syllabuses 

· Arranging of Time Tables from Grade I to O-Levels & Matriculation

· Preparation of Examination Schedules & Finalizing of Exam Papers

· Scheduling & Arrangements to Conduct PTMs & Orientation Meetings

· Deputation of Coordinators, fixing their rosters & collaboration to resolve issues
· Dealing with Parents 
· I prepared all the documentation to get Affiliation with the Cambridge for GCE-O-Levels & AKU Examination Board for Matriculation

· This school has another campus which I have is also been supervised
· I also experienced to run an Intermediate College for Five years in same premises
ACADEMIC QUALIFICATION:

1- Masters 
in International Relation from Karachi University
2- Graduation 
from Karachi University 

3- Diploma Associate Eng. (DAE) 
in Secretarial Technology (Sind Board of Tech. Edu.)

4- Matriculation
from Karachi Board
· Note: - References & Credentials will be provided when required

