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EDUCATION                                                                                                                        

Jan 2011 to March 2013
Master of Educational Leadership (MEdLead) 
Notre Dame Institute of Education Karachi (NDIE) 
Affiliated with Karachi University | Licensed by Australian Catholic University 

1985 – 1987
Master in Social Sciences 
University of Punjab 
Thesis Written On the Topic “Analytical Study of the Prevalent Private Educational System in Pakistan” 

1981 – 1984
Bachelor in Social Sciences (Education, H. Economics) 
University of Punjab 
1978 – 1980
Queen Mary School Lahore, Pakistan (Humanities) 
Lahore Board of Secondary Education
PROFESSIONAL EDUCATION
2011



Civil Society Resource Center





Aga Khan Foundation





Certificate on Program/Project Monitoring and Evaluation 
2010



Aga Khan University 
Institute of Educational Development

Certificate Course on “ICT in Education” 
2008



World Population Foundation
Certificate course as master trainer “Life Skill Education program”                     
2004



NGORC

                             

Certificate course in” Managing Quality Education”
2002



Aga Khan University 
Institute of Educational Development

Advance Diploma in Education and Educational   Management (ADISM)

2001



Cambridge University London

Cambridge Overseas Teaching Training Course 

Teaching English as a Foreign Language (RSA)

2000



The City School 

Diploma in School Management               
2000



Strathclyde University, Glasgow  

                                 

Post Graduate Certificate Course (teacher training)                                  

1998                        

Lions Quest 
Certificate course as master trainer “Skills for Adolescents”

PROFESSIONAL SKILLS

· Excellent written and verbal skills.

· Exceptional editing and proofreading skills.

· Strong project management skills.

· Ability to accept and manage multiple and shifting priorities.

· Ability to hit aggressive deadlines.

· Ability to administer career-related education programs.

· Knowledge of current education benefits and programs available to service members.
ACHIEVEMENTS

· Presented paper in international educational conference 2006 on Quality Advancement through Institutional Development 

· Co Author of three publications related to Quality of Education in Pakistan.

· Participated in Early Childhood Education Conference in Dhakka 2010

· Participated in the development of National Curriculum ( English) 2007-8

· Conducted workshops in the international Spelt Conference 2007 / 09

· Led capacity building sessions of 100 public and private schools for developing master teacher trainers and Head teachers.

· Organized seminars and educational conferences on Quality Education.

· Developed series of modules for teacher training 

WORK EXPERIENCE

GENERAL MANAGER
AGA KHAN EDUCATION SERVICE, PAKISTAN

AUGUST 2012 – TILL DATE

Job Summary


The Regional Head of Education, South will be responsible for all aspects of programmes and operations within the region, currently consisting of eight schools in Karachi, Sindh and Punjab. She will assist the Head of Education and CEO in leading School Development and Improvement in AKES, P schools and recommend and implement approved strategic plans. Responsibilities will include quality enhancement, school operations, planning, co-ordination, development, monitoring and evaluation of schools in his/her region. She will work closely with the Heads of academic and quality assurance units in the Central Office to achieve the objectives of the Long-term Strategy in increasing access to good quality education and improving student learning outcomes. The Manager, School Operations, South and Principals/Head Teachers and Regional School Development Co-ordinator, South (as per Long-term Strategy) will report to the General Manager/Regional Head of Education, South. 


The Regional Head of Education will assist the Head of Education and the Chief Executive Officer in the preparation of long-term strategic plans, programme development and policy recommendations in collaboration with the heads of strategic units in the Central Office as part of the Senior Executive Team, leading and driving improvement in educational outcomes in AKES, P. She will maintain close liaison with Regional Council Education Portfolio members and other relevant community members, government officials, donors as well as the AKES, P Board of Directors through the CEO. 


Reporting Relationship


The Regional Head of Education will report to the CEO. 


Specific responsibilities:


Make recommendations to the Head of Education and the CEO, on AKES, P policies, programmes and system-wide school development initiative and actively participate in the implementation of the latter in order for schools to acquire the desired student, teacher, Head teacher and school profiles.


Provide leadership in strategic planning, improvement and implementation of school systems, human resources and general administrative functions, in collaboration with the CFO & Head of Support Services, in accordance with the AKES, P mission and policies.

Lead, manage and work closely with the Principals/Head teachers, manager, Manager, School operations, South and Regional School Development Co-ordinator, South, in collaboration with Central Office academic units, to create effective school improvement teams, to ensure Principals/Head teachers are empowered to lead, manage and develop their school effectively and efficiently and achieve the targets set for student learning outcomes and teacher performance. 


Direct and monitor the development and progress of schools and professional development in collaboration with the Head of Education and Head of Quality Assurance, including attention to gender equality and diversity.


Provide leadership to the senior regional teams, acting as a leading professional role model, continually improving his/her own skills, attitudes and knowledge and facilitating learning in others, in line with the organisation vision, mission, purpose, values and long-term strategy.


Develop local leadership in others to create an effective cadre of educational leaders and managers and to attract and retain staff of high calibre. 


Work closely with the Head of Education, CFO, Head of Support Services and Manager MER, for services required in these areas. 


Ensure that all concerned institutions/units and programmes operate responsibly, achieving targets in a cost effective manner and in accordance with the financial and human resource policies approved by the AKES, P Board in collaboration with the CFO & Head of Support Services. 


Welcome audit activities as part of good management practice and attend to observations in a timely manner. 


Ensure that systems are in place to collect, analyse, synthesise and disseminate relevant information for timely decision making.


Liaise and work closely with community volunteers, supporting the work of the committees, regional and local boards, as well as the government, donor agencies and other educational agencies, and AKDN agencies as required, to promote the advancement of AKES, P and its goals. 


Ensure timely, regular reports and briefings to the CEO (and others as required), regarding policy implementation, keeping him/her fully informed on the condition of the organisation and all important factors influencing it, and through him/her to the Board (and others as agreed); showing analysis of progress in student learning outcomes and school performance, financial variation and anticipation of future issues. 


Keep abreast of the latest developments in education nationally and internationally.

PRINCIPAL
AGA KHAN SCHOOL, GARDEN
(A unit of Aga Khan Education Service, Pakistan)
May 2006 – till date

This is a large educational institution constituting of classes from preprimary to class10th.  It has a student population of about 2500, the teaching faculty comprises of 120 and administrative team members are 40. The school management is lead by the School Principal. Work includes:

Training and Capacity Building of Teachers and school leaders:

· Leading the professional development committee

· Supporting M.ED students from Aga Khan University Institute of Educational Development to conduct researches on different aspects of school 

· Coordinating on behalf of the school with Aga Khan University Institute of Educational Development for action research projects.

· Liasioning with Notre Dame Institute of Education for supervising teacher practicum, observing student teachers, giving feedback on lessons, micro teaching for novice teachers.

· Responsible for training and related activities for the school teachers, academic coordinators and curriculum related activities.

· Conduct in-class training sessions and on-the-job follow-up.

· Provided technical assistance to the staff.

· Lead curriculum development exercises at central level design evaluation activities in relation.

· Training the school committee on aspects of institutional development 
· Hiring the school staff and ensuring staff development.

Monitoring and Evaluation / School Financial Planning:

· Leading school development planning

· Monitoring and evaluating institutional effectiveness
· Planning for programmatic events 

· Setting  policies, systems and procedures in place

· Annual budgeting and financial reports ,grants, ledgers etc

Developing linkages and liaisoning with other institutions:
· Initiating  resource generation and mobilization processes

· Designing and implementing Non Formal Education    

· Programs for children of the school and community.

· Organizing Summer camps for children

PROGRAM OFFICER 

Quality Advancement through Institutional Development 

A PROJECT OF USAID (26 August 2004 to 31st April 2006)

This was a USAID funded project in collaboration with ESRA which was implemented by AKESP .Through this project 100 private and public educational institutions of Sindh had signed a MOU to become partner under this project. The project evolved around informing policy decisions related to regulating quality of educational institutions and capacity building of both teacher training and school leadership. These institutions were basically catering to the needs of low economic strata with low quality services charging low fee for the services provided. As a Program Officer the work was to lead the project team comprising of 25 individuals in the following areas:

Project design, monitoring and evaluation

· Conducted, led the project need analysis and prepared situational analysis report to finalize project design.

· Supervised and evaluated all project activities and delivery of service offered.

· Managed review, edit and revision cycles of the project 

· Created diagnostic tools for institutional evaluation and devised institutional development planning frameworks.

· Developed reports for programmatic activities identifying areas of critical support and monitoring. 

· Developed an overall framework of quality with clearly defined quality indicators which will enable educational institutes to ensure quality delivery of services to the clients.

· Identified documentation goals and objectives.

· Developed proposals for grants in accordance with project LFA 

· Maintained documentation management structure. 

· Oversee compliance of organizational policies and major framework / audit requirements.

· Participated in administrative meetings, strategic planning sessions, retreats, and other management sessions as appropriate.

· Developed analytical reports for donors as well as partner institutions
· Designed, evaluated and implemented project budget. 

· Recruited and hired the project staff. 

Training and development 

· Led academic and administrative planning of all programmatic activities. 

· Conducted training for train-the-trainer and pilot events.

· Prepared training materials for participants.

· Developed processes, procedures and best practices to increase content quality, productivity and efficiency of trainees

· Trained two groups respectively of master trainers for providing support to schools for capacity building of teachers and school leaders.

· Undertook a series of workshops as master trainer for the above mentioned.

· Facilitated the team in designing of capacity building trainings for academic and institutional development. 

· Developed manuals for school leaders on the aspect of institutional development such as school development planning and special manual for mentor teachers for supporting teachers in pedagogy.

Linkages, partnerships and dissemination

· Created learning partnerships of schools with professional development organizations. 

· Arranged and organized several seminars, conferences, workshops and community sessions.

· Built linkages of educational institutions for sustainability 

· Organized rounds of meetings with the public sector officials for project activities.

· Organized capacity building program for private directorate of education for governance and leadership skills  

· Liaisoned with public sector to advocate the development of quality assurance framework for partner institutions.
· Interacted with donors, other organizations and represented Project at different platforms.

· Designed advocacy publications for the project.

TUTORING ICELT CLASSES

(In-service Certificate English Language Teaching)
(June 2002 to Date)

This is voluntary work for Society of Pakistan English Language Teachers (SPELT); here work includes tutoring teachers to teach English as a Foreign Language through Cambridge University. This is a certified program conducted in collaboration with Cambridge University London. It is a year long program with teaching practicum, assignments and a proper examination conducted by Cambridge University. As a tutor work includes taking regular classes, taking observations of teachers in their schools, giving concrete feedback to the tutees, checking assignments and undertaking micro teaching sessions. I had an opportunity to lead the workshop committee. Designed a number of professional development programs and conducted a number of workshops in institutes like Bahria College Karachi, P.A.F Faisal College and several other schools of Karachi in the following areas:
· Effective Teaching skills


· Behavior Modification of Students.

· The role of assessment in today’s education                       

· Making ‘English’ Lively For Students.

· Enhancing Speaking Skills.              

· Evaluation and Assessment

· The role of School Leadership in school improvement.


Schools as a learning community
· Institutional development in schools 

· Designing ongoing professional programs for schools        


· Classroom Management.

· Adapting Activity Based Techniques For Your Classroom.

· Promoting ‘Skills for Adolescents’ Program.       

· Reflective Teaching in Secondary Schools.        

· Community Involvement in Education. 
HEADMISTRESS – THE CITY SCHOOL 

(March 07, 2001 to August 24, 2004)
The post required to manage the school both academically and administratively exercising full autonomy. Functional experiences included:

· Academic Leadership – Provided support for teaching processes. Reviewed curriculum and designed scheme of studies. 
· Organized school In- Service Program for teachers.

· Designed Modules for the In-Service Program, coordinating with tutors and finalizing schedules of workshops.

· Tutored modules of teacher development program in the summer vacations for the institutions.

· Worked as a catalyst for change and continuous improvement in the providing quality education to the students.

· Mentored teachers, developed teams, and worked on  professional development 
· School Management – Hired staff, developed salary structures, appraisal, appointments and devised human resource score sheet. 

· Developed budgets for financial sustainability of the institution.

· Supervised day to day book keeping, accounts and ledgers.

· Arranged  material and physical resources for academic programs

SENIOR MISTRESS – THE CITY SCHOOL 

ACADEMIC POST (April 01, 1999 to March 01, 2001)

This job entailed assisting the Head of the Institution in smooth and efficient running of the academic programs. Special foci were:

· Monitoring teaching learning processes
· Developing schedules of work plan
· Coordinating with other school for curriculum review and refinement
· In charge of professional development activities of the institution
· Undertaking class observations and mentoring novice teachers.

SENIOR SCHOOL TEACHER – THE CITY SCHOOL 

(November 01, 1997 to March 31, 1999)

· Worked as an English Teacher in the senior section. 
· Imparting English subject to the students of secondary classes. Arranged several activities for promotion of English language. 

· Attended several workshops and conference

LECTURER ENGLISH 
PAKISTAN INTERNATIONAL COLLEGE RIYADH - KSA

(June 18, 1994 to March 04, 1997)

The portfolio encompassed undertaking teaching and learning in college classes. Here work included in assisting the Principal in running the English Department. The work entailed:

· Coordinating with English teachers for syllabus coordination.

· Checking work plans of other teachers
· Mentoring novice teachers in the institution
· Plan and Organize subject activities
· Organize workshops for professional development of teachers 
· Teaching English to classes X-XII

HEAD OF DEPARTMENT / SENIOR SCHOOL TEACHER  

ISLAMIC BEACON HALL RIYADH - KSA

(February 01, 1992 to June 14, 1994)

In this institution entered as a teacher and worked with the school owner in the management of the English Department. The work included:
· Teaching English to secondary classes

· Supporting English teaching staff in their professional growth.

· Developed modules for English teaching and took several   workshops for English teachers.

· Assisted in designing English Syllabus with activities from classes I to X 

COUNCELLOR / INSTRUCTOR

SPECIAL EDUCATION AND TRAINING CENTER LAHORE
(April 01, 1987 to August 30, 1988)

This institution bears the task of providing special education for special children. Here I was given the opportunity to conduct counseling classes for both parents and special children. As an instructor my job was to arrange the curriculum and supervise the classes being given to the special children. 
CO-CURRICULAR ACTIVITIES
· Dramatics 

· Debates

· Swimming 

· Volley Ball

· Chess

HOBBIES & INTEREST
· Reading Books

· Listening to Music 

· Writing Reflective journals

· Participating online discussions and forums professionally

STRENGTHS
· Writing concept papers and donor reports

· Developing a team 

· Meeting challenging time lines 

PERSONAL PROFILE
· Date of Birth:

23rd October 1961

· Nationality:


Pakistani

· Religion:


Islam

· CNIC #:


42000-0455263-4
OBJECTIVE





To get a responsible senior level position of education specialist, promoting quality education through constant support and dedication.
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