Muhammad 
E-Mail: Muhammad.368926@2freemail.com 
[image: image1.jpg]




Outgoing, motivated team player eager to contribute dynamic educational service, administrative, supervisory, team building, and organizational skills towards supporting the objectives of an organization that rewards reliability, dedication, and solid work ethics with opportunities for professional growth.
Career History:
February 2013-Current: Principal, American Grammar School & College, Main Muree Road, 17 Mile, Bahra Kahu, Islamabad, Pakistan.
Responsibilities:

Designing, implementing and supervising curriculum.

Distribution of syllabus according to the academic calendar of FBISE & CIE.

Coordinating with representatives of FBISE, CIE & British Council to deal with day to day affairs.
Conducting seminars, exhibitions and meetings with the professionals and educationists to promote the true spirit of international education under the guidelines of CIE.
Making admission policy, procedure, entry test and conducting interviews of students and parents.

Conducting scheduled and occasional training sessions for teachers and administrative staff members

Making annual budget, supervising accounts section and whole administrative and academic staff.
Implementing and evaluating school programs and projects for improvement of academic achievements and physical facilities

Paying special attention on personality development of students through co-curricular activities by arranging essay writing competitions, debates & sports.
Drawing marketing plan for the admission across the country with merit based scholarships.   
Communicating with parents, faculty and other professionals, both formally and informally.

Conducting Training sessions for faculty members
2011- January 2013: Chairman, Business Administration department, Instructor English Language, Muhammadan College, Hajira AJK, Pakistan.
Responsibilities:
Taught English Language at Intermediate and graduation level.
Trained teachers and administrative staff to meet the latest global challenges in the field of education.
Conducted countrywide seminars and exhibitions for the development of teachers’ standard.
Assisted the Principal in developing annual operating budgets.
Enforced the college’s disciplinary code for both students and faculty.

Worked with different school faculty heads in the design and development of curriculum.

Assisted in the implementation of academic and extracurricular activities.

Sat as president in the school’s parent-teacher association

Conducted English spoken classes for students and faculty 
Supervised and audit college’s annual revenue summery & expenses.
2009-2010: Principal, The Guardian School, Clifton, Karachi, Pakistan.
Responsibilities:
Evaluated school curricula and revise when needed

Monitored teaching standards by making quarterly teachers’ evaluation

Directing teachers making lesson plans. 

Helped teachers plan the curriculum for the school subjects

Approved proposed school activities such as school programs, field trips, and socials

Assisted director, vice principal and teachers in operating and managing the whole school

Oversaw school budget to ensure fair distribution of resources according to needs

Monitored, observed and supervised teachers classroom instructions

Conducted and facilitated school district division seminars, trainings and workshops to teachers

Coordinated and linkage with the government and non- government organization.

Preparing students for external examinations such as GCSE and A-Level.
2006-2008: Administrator, O & A Levels, The American School, Clifton, Karachi.
Responsibilities:
Taught Accounting, Business Studies and Economics.

Designed innovative programs to ensure students are free from alcohol and drugs

Generate procedures that cover behavioral plans for students who need counseling

Evaluated Staff, aligned curriculum, planned meetings and agendas

Promoted leadership for adults and students, i.e. .Teacher Leader Program and Principal’s Club

Demonstrated success in promoting and increasing student achievement,

Excellent organizational, planning and implementation skills,

Managed over 70 staff members and investigated problems between students and staff,

Interpreted and enforced rules, regulations, and policies

Hired, mentored, and met frequently with new staff members,

Analyzed quarterly assessments and test scores and established appropriate plans of action,
Prepared, developed, implemented and evaluated school plan and school performance target
2003-2005: Teacher, Math & Geography, South City School, Clifton, Karachi.
Responsibilities:
Planning and delivering well structured lessons which engage and motivate students.
Planning and organizing visits, field studies and special activities connected with the teaching of the subject.
Supporting the school in delivering the curricula affectively.
Personal attributes:

Having leadership and administrative qualities.

Having a positive and creative approach.
Setting high expectations which inspire, motivate and challenge students/faculty.

Able to work flexibly as a part of high performing team
Ability to follow instructions from seniors and use initiative. 
Knowledgeable in the latest curriculum development and teaching strategies

Strategic planning and staffing

Proficient in spoken & written English.
Academic Qualification:
2009 – 2011: MBA (Finance, equal to M.Phil), Newport University, Karachi
2003 – 2007:  BBA (Hons), Newport University, Karachi
2001 – 2003:  FA major in education and economics, HSE Board, Karachi
Other details:
Gender: Male

Religion: Islam

Marital Status: Married 

CNIC #: 82302-1899417-5. 
Nationality: Pakistani
DOB: 01-01-1981
IT skills:
Proficient in MS Office, trouble shooting and hardware accessories.
Able to use all computer-assisted educational resources 
Able to work on computerized accounting software. (Tally, Peachtree, QuickBooks)
Conferences

School of Tomorrow International Conference – Freedom to Learn, Lahore – Beacon house School System.

Theme: The Power of Diversity: New Ways of Teaching and Learning

25th Society of Pakistan English Language Teachers (SPELT) Conference 2010

Quest for Reading by Paramount Books
Trainings Conducted
Building Professional Learning Communities

Managing Group Work

Student Centered Learning

Integrating ICT in Teaching and Learning

Lesson Evaluation for Effective Teaching

Project Based Learning 

Assessment For Learning

Training/Workshops Attended

Comparison of O/A Levels & Matric/Intermediate conducted by CIE in 2005.
Attended “Zero Level Workshop” as “English Teacher of O Level” conducted by CIE in 2005.
“Lesson Planning and Evaluation” as a teacher of Business Studies conducted by CIE in 2006
“A Team Leader” as the head of O/A Levels conducted by British Council in 2007
“Use of ICT in Classrooms” as the head of O/A Levels conducted by OUP in 2008
Besides this more than 20 workshops I have attended from CIE & British Council in 2015 & 2016 as a Principal of American Grammar School & College.
Recent awards:
Gold award for outstanding team leader (received from Mr. Atique Ahmed Khan, Ex- Prime Minister of AJ & K),        (Muhammadan College), 2012
Award of best commerce instructor at graduation level (received from Ghulam Sadiq, speaker AJK Legislative Assembly) (Muhammadan College), 2011
Award of best presenter (received from Dr. Hbib-ur-rehman, vice chancellor of Azad Jumu & Kashmir University), 2013
Award of excellent performance as head of O & A Level Sections (Received form Governor Sindh, 

Dr. Eshrat-ul-Ebad), 2008
Award of outstanding performance as a principal (received from MD, AGS&C, Islamabad), 2014

Award of achieving best academic records (received from MD, AGS&C)
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