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                                                        Email: zaibunnisa.297427@2freemail.com 
To obtain an academically inclined administrative position that will utilize my abilities in communications , public relations , collaboration of technology & curriculum instruction and above all, supportive leadership which will result in a positive pro-active learning environment ensuring the involvement and success of the institution as a team . 


CAREER CONSPECTUS

· 12 years of experience in teaching, administration and management of school activities.
· Proficient in handling day-to-day activities in co-ordination.
· As a coordinator of preschool I manage teaching staff, non-teaching staff, and students of various ages from play school to primary grade.
· Strong communication and listening skills with the ability to relate to people from different cultures and backgrounds; good decision-making, problem-solving and writing skills.

SCHOLASTICS
· B.Ed (English/History)       St.Teresa’s,Santacruz                  Mumbai University  
   (2001)
· B.A   (History)                     Khalsa College, Matunga           Mumbai University        (2000) 
· H.S.C 
(Science)                   S.I.W.S,Matunga                          Mumbai University         (1997)

· S.S.C                                      B.A.M.S,Wadala     

          Mumbai University         (1995)
·  M.Ed                                    Results Awaited
· Pursuing Cambridge English Proficiency Level C1
PROFESSIONAL  :-  
· PGDEA                                 Symbiosis                                     Pune University               (2011)

· PGDPTT                               Symbiosis                                     Pune University               (2013)
· Montessori                           Adriot                                           Mumbai University        (2000)



PROFESSIONAL EXPERIENCE

· Little Scholars (DPS-Panvel Credo Prep)     Headmistress                              Since : Jan’15 till date
· Kids World {Franchisee of KIDZEE}

   Co-ordinator (Pre-primary)
 Since : June’07 till April’14
· Kharghar International School (CBSE)        Head               (Primary)             From : June ’10—March,14
· Kids World {Franchisee of KIDZEE}
         Facilitator     (Pre-primary)      From : June ’07--May’09
· Balbharti Public School (Kharghar)
         Facilitator     (Primary)              From : April ’06--May’07
· British International School (U.A.E)
         Facilitator     (Pre-primary)       From : Sept ’05--Dec’05
· M.U.L.A & D.N.K School (Lalbaug)              Facilitator      (Primary)             From : June ’03 –July’05

RESPONSIBILITIES
· Handling daily inquires from parents be it on call, e-mail or in person, concerns were closed with satisfactory solutions.
· Event management for intra and inter school competitions
· Parent inquires: resolving daily inquires rose by parents of various things & providing them with valid resolution.
· Fresh inquires {Parental visit} was given uttermost priority, which includes in school hygiene, introducing teachers, staff members & surroundings of the school, this would build parents trust.

· Fresh inquires arising from calls or in person were converted into admission.
· Raising new kit request on KIDZEE portal with accurate info. of new admission & thus ensuring that proper follow up is done until it’s delivered.

· Organizing theme based events viz. Annual Day, Sports-day-festival Celebrations, funfair, carnivals & many activities.

· As Annual-Day is considered as one the big event of any institution, 

Played a major role from conceptualising Theme till the execution of the                                          event, this includes deciding the Venue, selecting the song, choreography,
                Costumes, prize distribution etc
· Was responsible for making Yearly Syllabus & delegating the same to teachers also ensured it was do-able with the kids.
· Monthly syllabus Feedback sessions were conducted with teachers, in which teachers used to identify gray areas & viable & do-able solution was provided by me.
· Would also used to do surprise checks by attending teacher’s class at any given point of time & ask for kids report. This kept teachers more alert & organized.

· Ensured that Daily planner was diligently followed by teacher, which includes deciding what needs to be taught on daily basis, by doing this, teachers used to come up with innovative & best example a kid can understand.

· 1 on 1 Monthly session were conducted with teachers regarding kids progress & issues were looked upon & shared, Also teachers grievance were taken care off.

· Kid’s reports are shared with parents on Month on Month basis & feedback was given on grey areas so that parents don’t have to wait until open house is conducted.

· Initiated common muster for capturing Log in & Log out time for staff members.

· Was also responsible for financial activities which included keeping tracks on fees payments.

· Created a friendly atmosphere among the teachers & working staff which resulted in 0% attrition & kept the standards high as we are associated with Reputed & privileged brand.

· Was responsible for Adhoc recruitment of teachers & staff members whenever needed.
· I initiated a drive to reward students & staff members with less absenteeism which encouraged full attendance & timely reporting.
· Adherence of operational procedures to complete task in accurate and timely manner. 

· Monitor the activities related to sports & Performing Arts..
· Conduct demo sessions for the selection of teachers.

· Draft circulars & Newsletter


Competencies
· Leadership and efficient Management ability.
· Appropriate delegation of responsibilities to teaching staff and non teaching staff.
· Have learnt and used different techniques and tools of educating students for effective and efficient teaching.
· Administration & marketing skills for regular growth.
· Proper co-ordination between Parents, Staff & Management.


Trainings & Rewards
· Undergone 5 days teachers training & orientation programme conducted by KIDZEE.
· Undergone 5 days Illumnaire training organized by KIDZEE.
· Was honoured & recognized as a potential & valuable employee when I had completed 5years.
· Raised  funds for underprivileged kids .

· Train the Trainer workshops for Teachers.

· Assisting kids with special education needs in efficient learning.

· Seminar on “Child Abuse”


IT SKILLS: Well versed with MS Office and Internet Applications.


PERSONAL PROFILE
Date of Birth
 
        -  
         14th June 1979
Nationality                      -            Indian
Marital Status                  -            Married
Children                           -             1 ( 11 year old)

Visa  Status                      -             Husband sponsorship

