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SYED 
Email: syed.338198@2freemail.com 
Summary 
Started career as an Assistant Editor with Khurmi Publisher, New Delhi in 1993 and worked with different educational publishers of repute as coordinator / Asstt. Editor till 1998.Since 1999 have been working with different private schools as Principal, Administrator & Director to till date.
Aim
· To be a part of an organization where I can enrich my knowledge and skill so that I can do my best and be an asset for the organization. 
Key Skill :
· Administration and HR Activities, Books Writing, Editing, Proof Reading
Educational Qualification
· M. Sc. in Physics 
· PG Diploma in Journalism & Mass Communication (IGNOU)
· MBA (Spl. HR) from SHIATS formerly AAIDU, Allahabad
Work Experiences (22 years)
· As an Administrator  
–   15 to 16 years
· Authored – 
(i)
Series of Environmental science (Text Books) class I to 5.
(ii)
English Text Book for L-K.G.  and U-K.G.
· As an Asst. Editor cum Coordinator  
–    5 to 6 years.
Present Status :
· Director, Angels Valley School, Muzaffarpur
Experiences as an Administrator
· Director, Angels Valley School, Muzaffarpur (July 2013 to till date) 
· Administrator, Paramount Academy, Muzaffarpur (March 2006 to May 2013 
(A CBSE, affiliated school)
· Principal, Blooming Angels Public School, Muzaffarpur (Dec. 1999 to Feb. 2006)
Responsibilities held  
· Reporting directly to the Secretary of the Trust.
· Being head of the school, responsible for all academic, non-academic, extra curricular activities and whole administrative affairs. 
· Planning for publicity and Admission campaign.
· Syllabus review and planning. 
· Providing training to the teachers. 
· Arrangement of Refresher course for the teachers. 
· Arrangement of PTM & other functions at special occasion.
Experiences at Book Publishing Co. (Editing, Writing, Coordination etc.)
· Asstt. Editor – S. Chand & Co. Ltd., New Delhi
· Scientific Abstractor – Apex Information Services – New Delhi 
· Asstt. Editor-Pitambar Publishing Co. Pvt. Ltd., New Delhi
· Asstt. Editor - Khurmi Publishers, New Delhi]
Responsibilities held as Asstt. Editor & Coordinator 
· Headed the editorial team, artists & laser type-setters. 
· Copy Editing, Checking of Final Proof.
· Commissioning with Authors to procure new manuscripts.
· Evaluation of new or revised manuscripts.
· Coordination with Authors, typesetters, Proof readers, artists etc.
· Writing Abstracts of Scientific Journals publishing from I.E.E.E., American Ceramic Society, American Society of Metal et al. 
Published Materials
· Text-Book of Environmental Science Class I to V. 
· Text-Book of English classes L-K.G. to U-K.G.
· Abstracts and Book Reviews in Urdu Book Review – New Delhi.
Personal Details:
· Date of Birth

:
13.01.1967
· Marital Status

:
Married
· Sex


:
Male
· Nationality 

:
Indian
· Nature


:
Honest, Sincere & Target-Achiever
· Languages


:
Fluent in English, Hindi & Urdu
· Visa Status

:
Visit Visa (Valid for 3 months)
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Salary _
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Negotiable
Notice Period
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One month
Date :
Place :
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