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CURRICULUM-VITAE

Nayeem
Al-Qusais, Dubai.
Email: nayeem.253292@2freemail.com 
Date of Birth: January 1, 1974

Objective
I am always looking forward to associate myself with a progressive organization for seeking a position to utilize my skills and abilities in the field of Education and other fields that offer me Professional growth as well as Individual growth while being Resourceful, Innovative and Flexible.
Key Skills
· Believe in quality output. 
· Teamwork. 
· Expertise in teaching. 
Strengths
· Believe in teamwork. 
· Believe in quality output. 
· Creative. 
· Optimistic. 
· Strong self-control. 
· Curious to learn more. 
Summary of Skills and Experience
· Teaching expertise. 
· Have good communication skill. 
· Worked as an Admin in School and Showroom In-charge at Dezire Company. 
· Have good knowledge in educational Industries. 
· Worked with government educational institute. 
· Given in-service training to teachers. 
· Expertise in maintaining all the relevant records to run a school. 
· Capable of handling Front Office positions. 
Experiences
	SL.NO.
	COMPANY
	DESIGNATION
	DURATION

	
	
	
	

	1
	The Gems Group Of Schools
	English Teacher
	Aug 2013 – till date

	
	
	
	

	2
	Dezire Company
	Showroom In-charge
	Dec 2007- Aug 2013

	
	
	
	

	3
	Govt. Education Institution
	Teacher
	Jan 1997- Jun 2013

	
	
	
	


Working with The Gems Group of Schools, Dubai (Aug 2013 to till date)
· Coordinator for English and Arabic students for Grade 5. 
· Handling grade 5 as a learning bay coordinator. 
· Handling English and Geography subjects. 
· Worked as a Geography coordinator for grade 5. 
· Planning and preparing DLPs. 
· Organizing activity based learning. 
· Preparing pacing sheet and continuous assessments sheets. 
· Preparing database and framing of yearly activities. 
· Taking part in the in-service trainings. 
· Planning differentiation activities based on the abilities of the students. 
Worked with Dezire company as a Showroom In-charge – part time (December 2007 to August 2013)
· My job profile was handing the ticketing department for Airline and Railway reservation. 
· Managing day to day records of reservations. 
· Keeping track of accounts and bank records for the company. 
· Attending walk-in customers in showroom. 
· Generating revenue for the company by making maximum reservations. 
· Handling other co-partner and banking related queries. 
· Handling walk-in customer at the reception and the ticketing counter. 
· Making arrangements for package tours (national and international). 
· Making arrangements for local trips. 
Worked with Government Educational Institute (Jan 1997 to June 2013)
· Handling classes VI & VII standards. 
· Experienced in handling all the primary level subjects. 
· Handling a class of 30 students with different learning skills. 
· Preparation of curricular and co-curricular activities. 
· Handling all the Administrative Records required in the maintenance of the school. 
· Taking part in all the in-service trainings. 
· Worked as a Resource Person to train teachers to teach English. 
· Taking part in the assigned services by the government of Karnataka like population census, electoral duty, and so on. 
Extra Educational Activity
· Certificate of honors to work as a Resource Person for British Council. 
· Successful in IELTS (International English Language Testing System) in the Academic Version with a minimum band score of 6 in all the areas. 
Educational Qualifications
· 3 years Bachelor Degree in Arts from Bangalore University, Bangalore. 
· 2 years Bachelor Degree in Education from IGNOU, New Delhi. 
· 2 years Diploma in Education, full time from Al-Khateeb TTI, Bangalore. 
· 2 years Pre-University Course from Government College, J.C.Nagar, Bangalore. 
· Secondary Schooling from The Board of Public Examination, Karnataka 
Technical Knowledge
 1 year Computer Diploma.
Computer Explorer
Operating System: Windows 2000, Windows XP, Windows 8
Software Handle: MS Office, Internet, tally and all other daily use applications
Languages Knowledge
English, Hindi, Urdu & Kannada.
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	Date of Birth
	:
	January 01, 1974

	Sex
	:
	Female

	Marital Status
	:
	Single

	Religion
	:
	Muslim

	Nationality
	:
	Indian

	Hobbies
	:
	Net surfing and reading books

	
	

	
	
	

	
	
	

	
	
	

	
	
	


Declaration
I hereby declare that all the above furnished details are true to best of my knowledge. I assure that I will be a successful employee in your esteemed firm by fulfilling my responsibilities.
Date:
Place:
NAYEEM 
