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Career Objective: To secure a position where my existing skills in the areas of administration, public relations and communicating skills can be utilised by a progressive and innovative company and where my qualities of a fast learner and the ability to take on new challenges can be used.
Personal Date:
Date & Place of Birth: May 9th, 1977 – Beirut, Lebanon.
Education:                 Secretary course (Nadia)
· Framingham State College, MA(USA)  1839   2003-2006
                                MA in Education

· Lebanese American University 1996-2000
                                BA in International Affairs
· Rawdah High School 

                     Graduated with Honor – June 96
Experience: 
1. Development Officer (Philadelphia Private School-Dubai August 2007-Feb 2008
· Delivering Preparing and presenting lectures, workshops and presentations to teachers and students.
· Guiding and advising students in their university admission. 
· Registering for the standardized tests.

· Observing and evaluating teachers. Supporting teachers through pre and post conferences  
· Following, preparing and contacting CITA for accreditation. Assessing teachers' work;
· Undertaking and designing research projects 

· Participating in staff training activities; 

· Participation in academic conferences
· Representing the school at professional conferences and seminars,
· Establishing links outside with universities, centers and public organizations.
· Handling guests (Speakers and Parents) arrangements .Arranged conference.
· Translating documents between school and the Ministry of Education
· Interpret documents and letters.
· Setting a principal’s calendar to help set her priorities for the day.

2. Teaching:
a)  Math and Science teacher to Grade six (Sharjah American International School-Dubai Sept.2006-2007)
· Teaching whole numbers applications, operation sense, decimal concepts, statistic and graphing, fraction concept and operations, algebraic expressions, equations and patterns, geometry and plan figures, measurements, ratio, proportion and percent.
· Teaching scientific skills and methods. Teaching science topics such as living things, the living planet, cycles in earth and space, matter and energy, forces and machines. 
· Teaching students how to conduct a scientific project: generate hypothesis, collect data, experiment, draw conclusions, present papers and display the project. Teaching students to use nowadays media to present things and to be more creative.
· Setting and marking examinations
· Handling most of the communications between parents, the community, and teachers and administrators who work at the school.
· Scheduling appointments, keep track of students’ academic records, and make room assignments for classes.
b) English teacher (Beirut Annunciation Orthodox College Sept.2001- 2006)              
· Teaching English, Math, Art, and Science to KG2, KG1 and Nursery students.
· Teaching reading and writing skills, as well as mathematical and science concepts. 

· Organizing instruction into integrated thematic unit. 
· Teaching linguistic skills such as phonemes and phonics.
· Using different teaching approaches.  
· Accommodating individual learning styles.
· Stressing thinking skills over memorization.
· Using wise grouping practices. Creation of study and teaching aids;
·  Selection of appropriate textbooks and, where so agreed, creation of the same;
·  Participation in syllabus and curriculum design;
3. Researcher: هيئة انماء المدن NGO Aug.2001-Oct.2001
· Conducting and designing research on the relationship between public and private sector. 

· Writing up research and preparing it for publication

·  Planning and scheduled meetings and appointments
· Maintaining paper and electronic files 

· Disseminating information by using the telephone, mail services, Web sites and e-mail.
· Handling guest arrangements
4. Professor Assistant: Lebanese American University 1996-2001

 Social Science Division-Assistant

· Assisting the Chairman of the division. 

· Working on a civil war project and transferred taped information into written information.

· Maintaining all filing and assisted in administrative work. 

· Designing, preparing and developing teaching material.
Languages / Skills:
Arabic (Mother Tongue, Fluent)  

English (Fluent) / 
Efficient Computer skills in Windows 2007, Excel, Word, Internet, Oracle, Photoshop, Moviemaker and PowerPoint
Papers and researches:

· Special Education in Regular Classroom

· Issues and Influences in Education

· Supervision and staff Development

· English as a Second Language and Cross Cultural Awareness

· Language Development and Communication

· Media and Technology in Education

· Learner –Centered Learning

· Testing and Measurements
· AD /ADHD

· Standardized Tests
· A Successfully Integrated Approach to Teaching and Learning and Structures in   Learning
· How to improve teaching practices according to the 5 C’s of the foreign language: Communication, Culture, Connection ,comparison and Community
· Components of Good Reader

· Effective teacher performance evaluation is to help the teacher improve his\ her performance and increased students learning.
· Techniques  and Criteria of Evaluation
· Self assessment and Peer Coaching

· Projects:  Created a cartoon strip presented in 2-3 minutes as if I am a radio announcer, the final project was to make my own film on an issue I feel strongly towards.
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