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Mar,14,09
Dear Sir/Mm
It came to my attention that you are recruiting for the position of a Pricipal, please accept this letter, enclosed résumé and a recommendation letter as my application for this position. Let me explain briefly how I can contribute to your school.
With over 20 years of experience in teaching/coordinating English and as a proncipal I believe my qualifications will match your requirements. I have had the opportunity to function in a variety of educational settings making it easy to adapt to new situations and faculty concepts. My superiors and student’s parents have recognized that I have created constructive changes in student’s academic lives. 
Dear Mrs.Gee, please accept this letter as an expression of my genuine interest in pursuing my teaching and academic development career at your school.  I will produce an energizing and creative learning environment that will bring out the best in students 

If you are interested in a dedicated coordinating professional with required credentials, patience, and positive attitude, please give me a call. Thank you for the time to review my résumé, and I look forward to favorable reply.

Sincerely
Curriculum Vitae
Personal Details:
Date of Birth
: 1964
Gender
: male
Nationality
: Syrian

Marital Status
: married
Fluency of English
:As a native speaker; acquired English as a first language in childhood
Qualifications:

2007                          Journalism English Editing Course,(Italian News   

                                   Agency) ANSA,Italy
2002                          Computer Sciences Certificate, Vocational  

                                   Association, Syria, Tartous 

1986                          Tishreen University, Latakia, Syria

                                   Degree in English literature
Languages:


English & Arabic, fluent
French & Greek, fair


Personal Profile:

A proactive, adaptable and conscientious Head of English Department/ principal with twenty years experience in the management Industry. Overcomes challenges through a tenacious and questioning approach. Also an articulate and diplomatic communicator plus an effective team player with strong coaching skills. Consistently works to the highest professional standards and thrives when working as part of a cohesive team to deliver projects that yield multiple business benefits.
Working Experience:
January 2007- up to date: Nibras International School, Dubai, UAE
English teacher/Coordinator- Head of Department
Appointed as a High School English teacher, academic year 2007-2008 . Shortly afterwards was asked to coordinate Middle and High School English Department due to satisfactory potentials followed by a coordinator title position for MS/HS, academic year 2008-2009 but functioning as Head of Department as introduced and represented in meetings with publishers. Sole candidate for Head next academic year.
Responsibilities and duties:

1. Setting up curricula plans 

2. Co-chairing senior coordinator meetings with teachers  

3. Following up students progress and discussing possible procedures to fill in educational gaps
4. Elevating plans for improvement of Special English students in shortest time possible to match their peers

5. Setting up plans to enhance MS/HS extended writing deficiencies  
6. Launching and follow up monthly based projects

7. Setting up  a SAT strategy

8. Designing full Student Admission Test set for MS/HS students based on HOLT skills and objectives

9. Implementing Language Lab electronic tests based on point teaching system

10. Teachers class observation and evaluation and reporting to co-director

11. Launching a student weekly paper research based on curricula to evolve critical thinking

12. Launching what I call a writing allocation per grade to master different techniques in order to a good creative writing level.
13. Academic workshops engagement.
1989 -2007: FC Educational Institute, Tartous, Syria
Principal- Head of English Department 
Responsibilities included the following:

Administrative Responsibilities

1.  Prepares departmental course schedules 

2. Conducts department meetings and establishes specific work groups as needed 

3. Conducts necessary departmental correspondence 

4. Supervises work study students

Departmental Representation

1. Communicates department needs 

2. Staffs admissions activities 

3. Meets with other department heads 

Curriculum Leadership

1. Initiates program reviews when necessary 

2. Proposes departmental curriculum changes 

3. Facilitates discussions on teaching 

4. Coordinates assessment activities
Institute Related Activities
1. Arranges suitable staffing for all courses 

2. Recruits, interviews and hires staff and teachers
3. Observes and evaluates the work of the institute
4. Encourages and assists professional development and scholarly activities of all institute 

5. Responds and seeks to address institute concerns
Student Related Activities

1. Resolves individual issues related students 

2. Processes complaints related to classes or institute

2006-2007  -  Journalist /Italian News Agency(ANSA)-Italy,Rome&Naples.

Basic International Journalism Course.

The course came as a result of interprting for international media journalists and reporters(BBC, Times Magazine, NPR,etc.) and foreign organaizations(the Japan International Cooperation Agency JICA)on a month-per year basis (1989 to date). 
Responsibities included are:
· Scheduling appointments for journalists to meet subjects concerned to their issues.

· Escourting, interpreting and diplomatically solve obstacles.

· Supplying ANSA news room with updates of the Middle East.

· Participating in cultural activities to re-communicate with Mediterranean countries and clarify distorted ideas and images.
· Publishing articles on ANSAmed website.

· Meeting with other Mediterranean participants to discuss various issues related to vague understanding as a result of current crisis.
1988-1999 : Public Schools, Tartous, Syria

Teaching all grades of government based curricula
1987-1988: Strategic Studies Center, English Department, Damascus, Syria

English Arabic Translator

Translating strategic books and articles during the national service then remained working in translating business for the publisher as a freelance translator.
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