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	Strengths:
	+
	Qualified & Experienced Teacher
	+
	Administration-Correspondence Skills

	
	+
	Teaching Administration Skills
	+
	Proficiency in Computers

	
	+
	Proficient in Counseling & Guidance
	+
	Polite & Kind Nature

	
	+
	Versed with Methods & Curriculum 
	+
	Friendly & Warm Personality


	Expertise :
	Teaching Duties
· Provide a variety of materials and resources for children to explore, manipulate and use both in learning activities and in imaginative play. 

· Teach basic color, shape, number, letter recognition, personal hygiene, and social skills. 

· Establish and enforce rules for behavior, and procedures for maintaining order. 

· Read books to entire classes or to small groups. 

· Organize and lead activities designed to promote physical, mental and social development, such as games, arts and crafts, music, storytelling, and field trips. 

· Observe and evaluate children's performance, behavior, social development, and physical health. 

· Identify children showing signs of emotional, developmental, or health-related problems, and discuss them with supervisors, parents or guardians, and child development specialists. 

· Meet with parents and guardians to discuss their children's progress and needs, determine their priorities for their children, and suggest ways that they can promote learning and development. 

· Enforce all administration policies and rules governing students.
· Capability to work as Career Counselor.
Administration

· Prepare records, self-correspondence with students and staff.
· Coordinate with internal departments for office dealings.

· Sort out student’s data, update records of same and forward to internal staff.

· Recommend new ways and methods to promote educational matters.

· Ability to handle educational, sports and annual day events.



	Experience:
	Professional Teacher – Higher Secondary Class
Prince Ashokraje Gaekwad School, Baroda, Gujarat, India    
(Branch of Maharaja Sayajirao University of Baroda, India)                                 
	Sept 2003-Apr 2007

	
	

	Academic:
	Diploma in Early Childhood Care and Education 

Indira Gandhi National Open University (IGNOU), Delhi, India

Bachelor of Commerce

Maharaja Sayajirao University of Baroda, India


	2004
2000



	Trainings:
	Attended training in Insight Institute & Reliance School of Commerce in Gujarat, India.

Completed Computer training at Tuya Computers, Gujarat, India.



	PC Skills:
	Visual Basics 6, Oracle 8i, MS Office (Word, Excel & PowerPoint)

 Internet, E-mail Applications & Office Automation


	Language:
	Fluency in English, Hindi, Gujarati & Sindhi


	Personal:
	Indian              Born  20th April 1979             Married                


	
	


