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	Gulf experienced professional with 10 years of combined experience in administration, and teaching domain. I have performed various tasks effectively under work pressure, and in deadline-driven situations. Also, managed conflicts with a good ability to develop goal-directed solutions for different problems.


	Strengths

	· Maintain a strong relationship with the children 
	· Schools-training institute industry experience

	· Promoting endeavour and creativity activities
	· Presentation & time management abilities

	· Providing support for children and parents
	· Excellent communication & interpersonal skills

	· Educational research & program participation
	· Organized & self-motivated by personality



	Career Progression
	

	Homeroom Teacher, Sama American Private School, UAE                                             2019 – 2021 
Professional Development Coordinator/ECT, Dubai National School, UAE                    2017 – 2019 

General Education Diploma Student, Al Mansoura University, ARE                               2016 – 2017 

English Coordinator, Dubai National School (Al Twar Branch), UAE                               2015 – 2016 
English Teacher, Dubai National School (Al Twar Branch), UAE                                      2013 – 2015
Litigation Secretary, Damac Properties, UAE                                                               2013 – 2013 

Administrative Assistant, Sinacola for Beverages, Egypt                                                    2011 – 2012 


	English Teacher, Dubai National School (Al Twar Branch), UAE

	2005 – 2008

	English Teacher, Al Khaleej National School, Dubai, UAE
	2003 – 2005 


	Achievements
	

	


Professional Development Coordinator

· Analyzing the needs of the establishment’s employees to help support areas of strength and tackle areas that need improvement.

· Contacting and coordinating with different institutes and establishments in the UAE and abroad to help create and implement strong PD Programmes.
· Arranging for in-house and external training programmes and sessions

· Coordinating with the Head of Academics, Vice Principal, department supervisors, subject coordinators and HODs to arrange meetings with representatives of various educational programmes that can help facilitate the teacher’s job and can engage students in the whole educational process such as Achieve 3000 and ‘Asafeer’ website
· Preparing training materials such as handouts, pamphlets, booklets, demonstration models, etc.

· Using questionnaires, surveys and discussions to evaluate work and to encourage fruitful and innovative ideas

· Coordinating with well known institutes and establishments to help parents of students with special needs gain a broader view of modern methodologies and techniques that will help develop their children’s abilities and use their capabilities effectively to its utmost in a friendly and welcoming environment (Al Jalila Foundation)
· Translating various documents, proposals, letters and reports English/Arabic/English from various departments such as the Islamic Studies Department, the SEND Department, Inclusion Department and other departments

· Translating, editing and proof reading the KHDA files and preparing the School’s Improvement Plan
· Monitoring afternoon remedial classes and coordinating with the parents and students who wish to be enrolled in the afternoon programmes.

· Assisting the Accounts Department by preparing the payments schedules, pending payment reports, payment vouchers, receipt vouchers and by gathering the fees from the students enrolled in the afternoon remedial classes.
· Preparing the Over Time Fees Report of the teachers.
Translator

· Read given material and research industry-specific terminology

· Convert text and audio recordings from one language another and vice versa.
· Ensure translated content conveys original meaning and tone.
· Cross-reference specialized dictionaries and translation tools to check the quality of translation.
· Proofread translated texts for grammar, spelling and punctuation accuracy.
· Network with field experts to stay current on new translation tools and practices.
· Check original texts or confer with authors to ensure that translations retain the content, meaning, and feeling of the original material.
· Check translations of technical terminology to ensure that they are accurate and remain consistent throughout translation revisions.
· Compile terminology and information to be used in translations, including technical terms such as those for legal or medical material.
· Proofread, edit, and revise translated materials
· Read written materials such as legal documents, scientific works, or news reports, and rewrite material into specified languages
· Refer to reference materials such as dictionaries, lexicons, encyclopaedias, and computerized terminology banks as needed to ensure translation accuracy.
· Identify and resolve conflicts related to the meanings of words, concepts, practices, or behaviours.

Administrative Assistant

· Provide in-office support for the staff and perform secretarial duties.
· Devise an extensive filing system to organize and update company files.

· Compose letter or memoranda in response to incoming mails or calls.

· Transmit directives, instructions and assignments and follow up on status of assignments.

· Coordinate and facilitate calendar to arrange appointments, meetings and conferences.

· Operate computer equipment for the preparation and maintenance of a variety of documents, correspondence, reports and related materials; utilize MS Office applications.

· Maintain complete database system which maybe hard or soft files for future reference.
· Expertise in managing daily office work and handling administrative operations.

· Assume full responsibility of business communication and interaction with a spectrum of clients, suppliers and vendors. Oversee business administration to ensure smooth running of the company.

· Solve business difficulties and consult with department managers for the betterment of the company.

· Oversee the availability of all resources within the department to ensure smooth flow of operation.

· Maintain relationship with internal departments and other third parties dealing with the company.

· Develop strategies and implement policies & procedures in collaboration with senior management.

· Provide training for new employee besides troubleshooting administrative issues.

· Effectively performed administrative support tasks in reputed educational institutes.

· Successfully performed the job profile in consistent manner and continuously working towards the achievement of the educational objectives and goals.
	

	Early Childhood Teacher

· Taught English, Math, and Science to KG2, Grade 1, and Grade 2
· Sought assistance and support from the Special Education Department to help support the merging process of children with special needs and other children.
· Served as Coordinator of KG & Grade 1 and helped in developing English, Math, and Science annual plans, weekly plans and lesson plans compliant with the American Common Core Standards. 
· Developed and implemented curriculum, activity schedules, and vocabulary development.

· Assessed students’ performance by grading their class work, assignments and school papers.

· Organized and maintained updated records of students’ attendance, grades and other files.

· Encouraged students’ participation in classroom discussion to promote confidence and self expression
· Worked on developing children’s skills in the field by reading, writing, speaking, and listening

· Enhanced noble values in children such as team work, co-operation, altruism and sympathy

· Worked on discovering hidden abilities in the talented and gifted students through untraditional assessments such as the artistic, musical, kinaesthetic, and spatial abilities
· Monitor and evaluate children’s responses to learning activities through a range of assessment strategies compliant with the mission and vision of the educational establishment and the ministry of Education

·  Provide objective and accurate feedback and reports as required on children’s academic, and social achievement and work on satisfying their emotional needs to help create a safe and friendly environment  

· Work within the frame of behavioural guidelines and  policy to anticipate and manage behaviour constructively

· promoting self-control and independence to meet the 21st century skills  

· Supporting the role of parents in their children’s learning and participate in meetings with parents to provide constructive feedback on children’s progress/achievement etc.  

· Be responsible for the physical care needs of children
· Prepared and carried out extra-curricular activities for children including theatrical play shows, concerts, cultural, annual functions and events.

· Supervised teachers and wrote down evaluations and reports

· Organized educational games and activities
· Prepared  and gave workshops in various educational topics


	Education & Courses
	

	

	· General English Teaching Diploma, Al Mansoura University, Egypt
· Bachelor of Arts (English Literature), Al Mansoura University, Egypt 


	

	· 1 Level French Certificate (CELF), Al Mansoura University, Egypt


	

	· Computer Graphics Course, Oscar Institute, Dubai, UAE & Fujitsu Centre, Al Mansoura, Egypt

· Topics: Excel, Photoshop, Illustrator, QuarkXPress, CorelDraw and Freehand. 


	

	· International Computer Driving License (ICDL), Babylon Institute, Sharjah, UAE
	

	· Topics: Windows, Word, Excel, Access, PowerPoint, IT, Internet Tools


	

	· IATA Qualification Course (GDS Airfares & Ticketing-Galileo System)
· CCNA Certificate (ITC Institute - Faculty of Engineering, Mansoura University)
	


	Workshop and Trainings
	

	


· Thinking Process Awareness and the Teaching of Learning Styles, TESOL Arabia

· Using Dictation Games to Improve Writing and Spelling, TESOL Arabia

· Fun Festival Participation Certificate (2005-2008), Fun Day Cleanliness, DNS Twar Branch

· Organized KG2 Graduation Ceremony (2005-2006), DNS Twar Branch

· Sports Day (First Place Trophy) Certificate, DNS Twar Branch
· Certificate of Participation in the Development Programme under the Auspices of the Health Education Department (2005-2006), DNS Twar Branch
· First Aid Course Participation Certificate (April 2007) from Red Crescent, UAE
· Certificate of Participation in the programme “For a Better Generation” (2006-2007) by Dubai Police

· Appreciation letter for the research work on “Class Discipline” (2005-2006), DNS Twar Branch

	Personal Details
	

	

	Nationality
	:
	Egyptian

	Date of Birth
	:
	25th June 1981

	Marital Status
	:
	Single

	Driving License
	:
	UAE Light Vehicle  


	Visa Status
	:
	Visit Visa

	Languages
	:
	English & Arabic

	IT Skills
	:
	MS Office Suite, E-mail and internet applications
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