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Dear Sir/Madam, 
Re:
Application for KG Teacher
 

I am pleased to introduce myself that I hope would give myself an opportunity to explain my expertise for any available position of KG/Play group teacher in your school.... 

I have a 7-year experience of teaching, modulating, developing and carrying out creative and artistic exercises/themes for the children of ages 3 to 8. 

Currently, I am serving Horizon English School, Jumeirah II as Assistant Teacher since December, 2006… I am living in the UAE on husband visa and wish to diversify my future to its limits… 
 

I am much confident to hear from you soon…. 

 

with the best regards, 
 

 

  
Objective
Seeking acceptance into a reputed organization with a goal to join teaching and administrative management in any formidable capacity

Professional skills
· Excellent written and oral / interpersonal communication skills

· Management of administrative matters

· Effective public relations management skills

· Strong analytical skills

· Basic knowledge of computer operation including MS office and internet

· Excellent planning and organizing skills

· Capable of working independently and under pressure

· Ability to meet deadlines

· Curriculum designing

Education
2000

:
A course of instruction in Business Communication Skills from 

The British Council Teaching Center Lahore

1997

:
Bachelor of Arts, Lahore
1995

:
Intermediate (Home-Economics), Lahore College for Women, Lahore

1993

:
Matric (Arts), Esena Foundation High School, Lahore

Courses/Certificates

September 2006
:
Laughing lessons” by SPELT (Society of Pakistan English Language Teachers)

September 2006
:
Teaching Language through Stories Poems and Songs” by SPELT 

September 2006
:
A New Day  A Fresh Start” by SPELT

November 2005
:
Language Across the Curriculum” by Teachers’ Development Centre  
November 2005
:
Creative Thinking” by Teachers’ Development Centre 

August 2005
:
English Skills Development” by Teachers’ Development Centre 

August 2005
:
Classroom Management” by Teachers’ Development Centre 

Employment

bg
Responsible for a class of toddlers or preschool children. Perform activities that ensure the safety, involvement and creativity of each individual in the group. Teach elemental natural and social science, personal hygiene, music, art, and literature to children from 2 to 4 years old. Promote physical, mental, and social development. Expertise Include:

• 
Plan written lesson plans and conduct daily activities for children in a safe environment. Includes: morning circle, learning activities, learning centers, and art projects all based on a weekly theme.

• 
Prepare educational materials required to implement the daily lesson plan.

• 
Change bulletin boards monthly.

• 
Supervise teacher assistants that are assigned to assist with children.

• 
Maintain a clean physical environment for optimal growth and development of children.

• 
Attend and actively contribute to staff meetings.

• 
Appropriately share information with other staff members and serve as a resource person.

• 
Relate to parents in order to foster the growth and development of their children.

• 
Write and type a one-page report on classroom’s progress alternating months.

• 
Participate in supervising free play and outdoor play.

• 
Participate in fire drills alternating months.

• 
Supervise and assist children with meals and clean up.

• 
Give children individual attention, watching carefully for safety hazards.

•
Participate in annual parent conference and child assessment.

• 
Abilities to be consistent, fair & set reasonable rules, flexible when teachable moments occur, to plan and prioritize work and time, react and move quickly, foresee problems and redirect children before an incident occurs and consult and talk with parents without being offensive, defensive, or angry.
May 2000 – 2003:

Kindergarten Teacher




Lahore Grammar School, Wapda Town, Lahore.

· Instruct students individually and in-groups, adapting teaching methods to meet students' needs and interests.

· Assimilate arriving children to the school environment by greeting them, helping them remove outerwear, and selecting activities of interest to them.

· Confer with staff members to plan and schedule lessons promoting learning, following approved curricula.

· Confer with parents to resolve student’s behavioral and academic problems.

· Establish and enforce rules and policies and procedures to maintain order among students.

· Establish clear objectives for all lessons, units and communicate those objectives to children.

· Guide & counsel students with adjustment, academic problems and special academic interests.

· Instruct students in the use of equipment & materials, to prevent injuries and damages.

· Maintain accurate and complete student records, and prepare reports on children and activities, as required by laws, district policies, and administrative regulations.

· Organize children’s work in a manner appropriate for their sizes and perceptual skills.

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

· Prepare and implement remedial programs for students requiring extra help.

· Prepare materials, classrooms, and other indoor and outdoor spaces to facilitate creative play, learning and motor-skill activities, and safety.

· Prepare objectives and outlines for courses of study, following curriculum guidelines or requirements of states and schools.

· Attend professional meetings, educational conferences, and teacher training workshops in order to maintain and improve professional competence.

· Collaborate with other teachers and administrators in the development, evaluation, and revision of kindergarten programs.

· Use computers, audiovisual aids and materials to supplement presentations.

· Time Management -- Managing one's own time and the time of others.

· Monitoring -- Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take corrective action.

· Coordination -- Adjusting actions in relation to others' actions.

· Oral Comprehension -- The ability to listen to and understand information and ideas presented through spoken words and sentences.

· Speech Clarity -- The ability to speak clearly so others can understand you.

· Fluency of Ideas -- The ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity).

· Getting Information -- Observing, receiving, and otherwise obtaining information from all relevant sources.

· Training and Teaching Others -- Identifying the educational needs of others, developing formal educational or training programs or classes, and teaching or instructing others.

· Assisting and Caring for Others -- Providing personal assistance, medical attention, emotional support, or other personal care to others such as coworkers, customers, or patients.

· Organizing, Planning, and Prioritizing Work -- Developing specific goals and plans to prioritize, organize, and accomplish your work.
