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Lecturer /HR Manager  
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Versatile professional with extensive experience in academia and human resources, combining a passion for education with strong leadership and relationship management skills. Proven expertise in curriculum development, student engagement, and teaching a diverse range of Pre-O Level subjects. Skilled in HR operations, including recruitment, staff training, compliance, and customer relationship management. Adept at fostering organizational growth, enhancing team performance, and driving student success through innovative strategies and data-driven decision-making. Committed to creating impactful learning environments and efficient HR systems to achieve institutional excellence.



CONTACTS
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(+92) 3377000785

rubinanasreenawaan@gmail.com




[image: ]WORK EXPERIENCE

[image: ]· [bookmark: _Hlk113182798]JFS Real Estate  Islamabad 
      HR Manager ( Recruitment ,Training, planning)
     2022-2024
· Management / Coordinator  at Empire Schooling System		
· Islamabad – Pakistan  Sep. 2020 till Now
· Managing relationships with customers
· Conducting customer interviews
· Identifying and communicating customer needs
· Ensuring customer satisfaction
· Resolving customer issues and concerns
· Developing and implementing marketing strategies to grow the customer base
· Organized staff development training based on team gaps and requirements.
· Designed and implemented health and safety programs.
· Supervised staff recruitment, interviewing, selecting and onboarding.
· Represented organization at job fairs to bring in local talent for long-term and seasonal positions.
· Held company-wide town hall meetings to convey updates and maintain open lines of communication with employees.
· Directed operational and administrative procedures to keep organisation in compliance with rules, regulations and internal policies.
· Supported senior leadership by capturing big picture data for project status updates, benefits analysis and corrective action planning.
· Determined HR department budget and controlled expenditures for optimum resource allocation.

· Head Teacher of Secondary School JAKSON Education System      
        Islamabad – Pakistan Mar 2019 - Sep2020
· Creating an academic program for students that meets national standards
· Working closely and communicating with students’ parents
· Helping assess students’ needs and development
· Selecting, training, supporting and assessing staff
· Providing guidance to staff to help resolve issues with students
· Using data to track student performance and produce reports
· Working with external advisors and school governors
· Controlling school finances
· Ensuring the safety of all children in the institution/programme



EDUCATION
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· MS/MS (HR) RIPHAH INTERNATIONAL UNIVERSITY 2024
· Master in Political science 
 	University Of Sargodha  
2015

· Graduation In Economics 
University Of Sargodha
2012
· Intermediate 
BISE 2009
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· Sketching
· Photography
· Travelling
· Skills
· Leadership prowess
· Critical thinker
· Team player
· Adaptability
· Use of lab equipment's
· Complex problem solver
· Excellent communication skills
· Public Speaker
· Leadership Skills
· Debate team leader
· Badminton team captain
· DIGITAL SKILLS
· Microsoft Office 








· Vice-Principal / Lecturer atILM Group Of Collages		
      Sargodha (Bhera ) Pakistan 2016 - 2019
· Hiring and training staff
· Planning emergency drills
· Meeting with parents
· Addressing health and safety concerns
· Handling student discipline
· Ordering textbooks and supplies for the collages
· Enforcing Collage rules
· Communicating with parents and students










· Head Teacher / Coordinator at APS Kindergarten School Bhera 		
           Sargodha (Bhera ) Pakistan 2012 - 2016
· Use a variety of approaches and tools to impart lessons.
· Observe and assess performance, skill, behavior, and social development.
· Look for potential issues such as health, developmental, or emotional concerns.
· Create goals for students to reach on an individual and group level.
· Tailor lessons as needed to meet a variety of needs and learning capabilities.
· Be highly communicative and inspire trust in their students.
· Meet with parents of children periodically to discuss progress and concerns.
· Provided guidance and leadership to teaching staff to ensure the highest possible standard of pupil care, record keeping and communication were present.


CERTIFICATES

· English 
· E-Commerce certificate
· Digital Marketing
· MS Office
· Best Teacher 






· Secondary School Mathematics Teacher The New Horizon School 	
      	         Sargodha ( Bhera ) Pakistan     2012 - 2014
· Preparing maths lesson plans as per the grade levels.
· Explaining mathematical concepts in easy and understandable terms to the students.
· Using real-life examples to teach geometrical concepts.
· Developing students’ interest in mathematics.
· Planning and creating teaching materials.
· Giving projects and assignments to the students.
· Organizing a surprise test in the classroom.
· Correcting the test papers and grading them.

INTEREST

· The Debate Team
· Cricket
· Badminton
· Communication
· Researching
· Traveling
· Adventure
· Exploring







HARD SKILLS

LANGUAGES

· Digital Marketing
· Website Management
· Shopify
· WordPress
· MS Office
· School Management
· Organization Management


· English
· Urdu



Referance:
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