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OBJECTIVE
Seeking the position of Administrative assistant/Teacher in an organization that will enhance my horizon of knowledge and give me the chance to prove myself has the best candidate in the organization. Highly qualified and detail-oriented higher education professional with in-depth understanding of the learning process and project-base teaching experience.  A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities.
SKILLS

·  I feel that my greatest strengths are my ability to understand and meet the needs.
·  Energetic, resourceful teacher dedicated to helping children and enhance their unique potential for academic achievement.

·  As classroom teacher, built rapport with students and families from a wide range of cultural backgrounds.

·  Assessing students learning styles, academic needs and strengths to help students develop skills.

·  Continually facilitating a consistent, predictable and learning environment in which students are motivated and driven by their own successes and accomplishment.
·  Utilizing a variety of teaching strategies, such as whole/small group instruction, team teaching, cooperative learning, Inquiry-based learning, cross-curricular teaching, literacy-based instruction, reading and writing workshops and project-based learning.
·  Ability to plan, highly skilled in collecting different course books and delivers the lessons in the classroom.
·  Amazing ability to use instructional and behavioral management strategies.
·  Maintaining an electronic and hard copy filing system.

·  Comprehensive knowledge of Microsoft Word, Excel and Power point.

·  Scheduling meetings and preparing agendas, Effective organizational skills, resolving administrative problems.

·  Conducting research on behalf, creating presentations and writing up reports.

WORK EXPERIENCE
Oriental Public School, Hubli, Karnataka, India
Admin Assistant & Teacher (ICSE & CBSE Syllabus 2012 – 2013)
Admin Assistant

· Performed various clerical duties such as documenting and organizing filing system.

· Sorted and distributed incoming communication data including letters and etc.

· Manage all administrative tasks within the organization.
· Established and implemented administrative policies and procedures for the office.
Social Studies Teacher

· Hands-on experience to teach high school level social studies.
· Exceptional knowledge of curriculum and instruction of social science.
· Teach courses in social studies including Indian history, World history and Political science.
· Instruct students in citizenship and administrative regulations.
· Develop a balanced social studies curriculum.
· Provide in-service education by using resources and materials.
Gajanan English Medium School, Hubli, Karnataka, India

Teacher (2011 – 2012)
English Teacher
· Profound knowledge of English language and ability to teach the language for all sorts of students.

· Modified assignments and activities to meet the learning needs of individual students.

· Prepared course work, planned class sessions: Selected/integrated appropriate instructional materials for classroom instruction.

· Regularly provided students with feedback in line with the faculty assessment system.
ACADEMIC QUALIFICATION
· Completed Master of Arts in Political Science from Karnataka University, Dharwad,  Karnataka, India
· Completed Master of Arts in English from Karnataka State Open University, Mysore, Karnataka, India
· Completed Bachelor of Education from Sana College, Hubli, Karnataka, India 
· Completed Bachelor of Arts from Anjuman College, Hubli, Karnataka, India
INTERESTS

Reading books, Playing badminton, Listening music
PERSONAL INFORMATION


Date of Birth

: 31st October 1988
Marital Status

: Married
Visa Status

: Visit visa (Husband’s visa in process)
Passport Details

Place of Issue

: Bangalore, Karnataka, India
Languages

: English, Urdu, Hindi 
Strengths


: Professional attitude, Time management, Hardworking, Responsible

REFERENCE

Available on request

