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HALEEMA 
Objective
Obtain a position as a School Teacher or Admin Assistant that will utilize my strong dedication to children’s development and to their education needs to encouraged creativity and higher-order thinking to increase children performance, and to build a long-term career with opportunities for career growth and to keep up with the cutting edge of the teaching technologies.
Personal Information

 

· Visa Status :  Husband’s Sponsorship  
Key Skills & Experience

 
· Administration, Teaching, Record Keeping

· Computers, MS Office 
Educational Background


· Arts Graduate from Karachi University 
· Intermediate with Arts Group – Karachi Board

· Matriculation with Science Group – Karachi Board

Hobbies & Interests

· Reading Books, Explore new places, driving
· Cricket, Badminton & all indoor sports
· Computers / internet / designing
Achievements 

· Holding 1st position for Children's activity & Sports Day for last 3 continuous years

· Best Teacher Award (Junior Section) 2 times

· Active performer Award 2011-2012
Experience
· SEPTEMBER 2014 – till present 
CHUBBY CHEEKS NURSERY – DUBAI worked as Assistant Teacher cum Admin.

· Taking classes for Lower KG, Upper KG.

· Providing support and all extra activities indoors and outdoors

· Helping in making various reports for management review.

· SEPTEMBER 2008 – 2013 
AL AMAAL ENGLISH HIGH SCHOOL – SHARJAH worked as Teacher cum Admin.

· Taking classes for Lower KG, Upper KG.
· Team Leader for all Children Activities (Junior Section)

· Arranging extra activities for students (Quiz, Naat Competition, Food Festival & Meena Bazar) 

· Chief Organizer for special events like Children's & Teacher's Day

· Checking monthly, Quarterly & annual exam papers and making reports 

· Suggesting Yearly, Quarterly Lesson plans for Junior Section

· Teaching Arts & Drawings to all classes
· Providing backup services when and where require for the higher classes.

· Preparing pupil for various inter-schools competition
· Keeping all records in order in up to date
Extra Responsibilities 
· Activity In-charge 

· Organizing inter class competitions

· School Sports Day arrangements

· Year Fun Fair party arrangements

· Eid-e-Milad & Eid Milad parties

· UAE & Pakistan Day Celebrations
· Children & Teachers Days Functions

· KG Admin Coordinator

· Assign Duties to all KG sections Teachers

· Portions/Exam Schedule preparations

· Parents Teachers meeting & Discussion about pupils progress

· Parents interview for New Admissions

· Open House arrangements
· Booking and coordinating to arrange teacher’s trainings
· SEPTEMBER 2005 – June 2007 
ISLAMABAD MODEL SCHOOL – SHARJAH worked as Teacher.

· Taking classes for Montessori, Lower KG, Upper KG & 1 to 5.

· Arranging extra activities for students (Quiz, Henna Competition, Food Festival & Meena Bazar) 
· Checking monthly, Quarterly & annual exam papers and making reports 

· Teaching Arts & Drawings

· Providing backup services when and where require for the higher classes.

· Organizing Eid Milad un Nabi (Naats), Pakistan Independence Day (National Songs & debates)
· Preparing pupil for various inter-schools competition

· January 2005 – June 2005

Comprehensive Private School – Karachi worked as 

Teacher / Activity Teacher

· Taking classes for 1 to 5.

· Coordinating & organizing Playing and Entertaining activities for all classes (Games, Debates, Quiz, Picnic & get-together Parties) 

· MARCH 2004 – DECEMBER 2004 
ANGLO-ORIENTAL SCHOOLS – KARACHI worked as 
School Administrator
· Responsible for all day to day administrative work
· Checking Papers and making reports 

· Coordinating & organizing Playing and Entertaining activities for all classes (Games, Debates, Quiz, Picnic & get-together Parties) 

· Sending notices and School memos to parents.
· Making fees Schedules for management review.
· MARCH 2001 – JUNE 2001
MARVEL ACADEMY - KARACHI worked as 
Junior Teacher cum Admin Assistant
· Taking classes for Montessori, L-KG & U-KG (all subjects)
· Filing papers, making Fees Register
· Sending notices and School memos to parents.

Attributes

· Self starter & Quick learner
· Hard working & Dedicated
· Mature & Responsible 

· Having great IDEAS to improve events

· Believe in Team work.
