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EDUCATION  
 
M.PHIL MANAGEMENT SCIENCES 
(SPECIALIZATION IN HRM) 
COMMENCED IN FEB 2020 • 
RIPHAH INTERNATIONAL  
UNIVERSITY, ISLAMABAD 
Course work completed. Thesis 
in progress. CGPA 3.93 
 
MBA (HUMAN RESOURCE 
MANAGEMENT) • 2005 •  
PRESTON UNIVERSITY, 
ISLAMABAD  
CGPA 3.1 
 
BACHELOR’S IN ARTS • 1995 •  
GOVT COLLEGE FOR WOMEN, 
RAWALPINDI  
1st DIVISION 
 

CERTIFICATIONS 
  
MANAGEMENT & LEADERSHIP 
COURSE – FEB 2024 – LUMS, 
LAHORE  
 
HUMAN RESOURCE 
MANAGEMENT TRAINING • FEB - 
MAY 2019 • INTELLIGENT 
LEARNING MACHINES, TROY, 
MICHIGAN 48083, USA  
Certificate “HUMAN RESOURCE 
PROFESSIONAL” awarded 2019  
 
DIPLOMA FINE ARTS – 2019/20 
NATIONAL COLLEGE OF ARTS,  
LAHORE 
 
 
 

 
 
 
 
PROFESSIONAL EXPERIENCE  
 
HEADMISTRESS• SLS SCHOOL SYSTEM • MARCH 2012 – JANUARY 
2019  
• Set and communicated clear academic goals and standards.  
• Supervised and supported teachers through observations and 

evaluations.  
• Designed and implemented the curriculum and instructional 

programs.  
• Promoted continuous professional development of teachers by 

organizing workshops and seminars.  
• Addressed staff concerns and resolved conflicts.  
• Organized co-curricular activities in coordination with relevant 

government and private corporations.  
• Established and enforced a fair and consistent discipline policy.  
• Supported students’ academic, social and emotional development.  
• Maintained school facilities and effectively managing budget and 

available resources. 
• Built relationships with parents and community stakeholders by 

regularly organizing PTMs. 
• Led school inspections by Head Office and/ or Higher Education 

Commission teams. 
 
 
SECTIONHEAD• BEACONHOUSE SCHOOL SYSTEM • JUNE 2009 – 
FEBRUARY 2012  
• Aligned and implemented class curriculum as per educational 

goals set by Principal.  
• Guided teachers on teaching strategies, lesson planning and 

assessments.  
• Conducted regular classroom observations and provided 

constructive feedback to teachers. 
• Closely monitored students’ performance and discussed with 

teachers / parents for suitable interventions. 
• Ensured timely submission of lesson plans, reports and assessment 

results.  
• Held regular teachers’ meetings to maintain direct contact and 

obtain feedback on academic matters. 
• Collaborate with other Section Heads for interdisciplinary projects. 

 

 
 

Email: saimaasad1010@gmail.com 
Contact: 0333-1119790 

mailto:saimaasad1010@gmail.com


CERTIFICATIONS PROFESSIONAL EXPERIENCE  
 
 
LEADERSHIP, COMMUNICATION  
& MOTIVATIONAL SKILLS 
TRAINING • JANUARY 2017 •  
SLS MONTESSORI SCHOOL 
SYSTEM, RAWALPINDI  
Certificate of qualification 
awarded 
 
LEADERSHIP AND MANAGEMENT 
PRACTICE • MAY 2016 • SLS 
MONTESSORI SCHOOL SYSTEM, 
RAWALPINDI  
Certificate of qualification 
awarded 
 
 
 

COMPUTER SKILLS  
 
• SAP Human Capital 

Management (HCM)   
• MS Office 
 
 
 

 

LANGUAGES  
 
• Urdu  
• English  
• Punjabi  

 
 
TEACHER • ARMY PUBLIC SCHOOL SYSTEM • FEBRUARY 2004 - 
MAY 2009  
• Tracked each student’s academic performance and identified those 

who needed extra help.  
• Kept records of attendance, grades, and behavioral reports of 

students.  
• Coordinated with other subject teachers to align classroom 

activities with curriculum goals.  
• Prepared lesson plans and daily academic schedule for submission 

with Section Head.  
• Ensured checking of home assignments timely to indicate 

corrections by students.  
• Encouraged class participation by students to develop confidence 

and self-assurance.  
• Led and assisted students with class functions, field trips, 

assemblies, or school celebrations.  
• Ensured class discipline and enforced school rules. 
 
HR HEAD • INTELLIGENT LEARNING MACHINES INC., USA (PAKISTAN 
OFFICE ISB) • FEBRUARY 2019 – AUGUST 2024  
• Advised senior management on all aspects of human resources 

policies, procedures and rules. Led the year end performance 
review activities and submissions to HR database.  

• Monitored and evaluated the implementation of delegated 
authorities through Human Resource Management Scorecard and 
Service Level Agreements.  

• Ensure that the new hire orientation process based on corporate 
culture is properly introduced to new employees.  

• Preparing vacancies announcement, reviewing of applications and 
selection of candidates based on merit.  

• Responsible for reviewing and submitting job descriptions for 
classification exercise and carrying out job analysis.  

• Administered advice on salary, benefits and travel entitlements.  
• Identified staff development / career support requirements, and 

organized training courses. 
• Maintained Human Resource Information System as database of all 

staff employed in Asian Region. 

VOLUNTEER EXPERIENCE  
 
• Worked hand-in-gloves with Pakistan Army authorities in Swat to 

establish 1st ever “ARMY PUBLIC SCHOOL, SWAT” in most 
hazardous and trying security situation.  

• Developed curriculum and SOPs for newly established Army 
Public School at Swat and hired teaching faculty. Designed 
customized classrooms for kindergarten students.  

• Workshops attended:  
• Leadership & management practices.  
• Leadership, communication & motivational skills.  

• Conducted following workshops in Army Welfare Trust (AWT) for 
HR staff: -  
• Job Analysis and crafting job description.  
• Human Resource Information Management System. 
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