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	School Teacher / Secretary

	

	Qualified and experienced professional with capability work and perform as administrator or educator. Proven work experience and expertise in teaching, instructing students and providing secretarial and administrative support. Capability of fostering student’s creativity, knowledge and learning skills. Worked as teacher and taught subjects such as English, Arabic, Islamic Religion, History and Geography. In past noted for helping students, dedication and creative work style. Dedicated personality with good communication, interpersonal, administration and computer skills.


	EDUCATION


	Bachelor of Archaeology
Islamic Department, Cairo University, Egypt
	2003 


	PROFESSIONAL EXPERIENCE


	Cloth Designer, Trainer & Customer Service Provider, Arabella Co, Egypt

	Mar 04-Present

	Student Association Secretary, University of Cairo, Egypt

	May 02-May 03

	Information Desk Coordinator, Cairo Museum, Egypt

	May 01-Mar 02

	Volunteer Elementary Teacher, Al Hassan Elementary, Egypt
	Oct 00-Apr 02


	ACHIEVEMENTS


· Successfully made new and creative clothing designs for the local and regional market.
· Provided trainings to the school aged children regarding the use of a commuter and accordingly its impact in the education system. 
· Consistently been working in the edge of competition for being able to develop new designs and update the old ones as per the market requirements. Imparted information to the new employees about the design program and creation of new design to satisfy market demands.
	AREAS OF EXPERTISE


	Teaching

· Evaluate and grade students' class work, assignments, and papers. 

· Prepare and deliver lectures on English, Computer, Archeology, Islamic Religion Studies, Arabic History, and Geography subject to students.

· Initiate, facilitate, and moderate classroom discussions. Involve in social activities of the school.

· Keep abreast of developments of students by reading current literature, talking with colleagues, and participating in professional organizations and activities. 

· Maintain regularly scheduled office hours in order to advise and assist students. 

· Plan, evaluate and revise curricula in course content-materials and instruction methods.
· Instruct through lectures, discussions, and demonstrations in English subject.
· Create effective learning environments where students will be able to work collaboratively in one-to-one, small-group, and large-group contexts.


	


	School Secretarial Duties
· Compose-transcribe correspondence, bulletins, memorandums, and other material, using computer.

· Oversee student’s activities during school events, educational trips and seminars. 

· Maintain the documents in organized manner, handle self correspondence.

· Greet visitors to school, determine nature of concern, and direct visitors to concerned.

· Talk with student encountering problem and resolve problem or direct student to other worker. 
· Answer telephone to provide information, take message, or transfer calls. 

· Maintain calendar of school events.

· Gained experience in scheduling school trips to various archaeological sites in Egypt.


	PROVEN JOB ROLE


	Cloth Designer, Trainer & Customer Service Provider
· Responsible in new employee training and orientation. 

· Originated designs for fabrication of cloth, specifying weave pattern, color, and gauge of thread, to create new fabrics according to functional requirements and fashion preferences of consumers.

· Developed new ideas for fabrics, utilizing knowledge of textiles and fashion trends.

· Consulted with technical and merchandising staff to obtain design ideas, and to estimate consumer acceptance of new types of fabrics. 

· Sketched designs for patterns using computer software designs, Corel Draw and Text program.

· Ensured customer satisfaction and retention by providing excellent customer service.


	Information Desk Coordinator

· Provided a welcoming, hospitable environment and rewarding learning experience to museum visitors through informative sessions in English and Arabic language. 

· Dealt skilfully with a diversity of visitors under a variety of circumstances.

· Assisted staff at the information desks by providing information to museum visitors and travel agents and answering their questions.


	COURSE


Diploma in Computer Course, Majles Al-Madenah, Egypt.
	PC SKILLS


Corel Draw & Text Design, MS Office, Internet and E-mail applications
	PERSONAL DETAILS


Nationality: Egyptian             Born 15th February 1982          Single           Language: Arabic & English                         
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