SADAF RIAZ
Mail: House 430, Sector A, Askari 14, Rawalpindi 
Cell: +92 336 061 6383
Email: riazsadaf@live.com 
 EDUCATION


❑ Foundation University, Rawalpindi, Pakistan                                               MS English Linguistics         2023
❑ NUML, Islamabad, Pakistan                                                      Master of English Language Teaching    2015 
❑ Fatima Jinnah Women University, Rawalpindi, Pakistan                                         BS Hons English ---2012
SKILLS

❑ Student records management 
❑ Classroom management 
❑ Lesson Planning 
❑ Exam proctoring 
❑ Writing coursework 
❑ Student records management 
❑ Reading assignments 
❑ Grammar principles 
❑ Group and individual instruction 
❑ English instruction and language proficiency 
❑ Languages: English, Urdu
EXPERTISE


❑ Administrative and Organisational Skills
❑ Decision Making and Problem Solving
❑ Proficient in building lesson plans and communicating ideas 
❑ Expert in adapting course materials 
❑ Knowledgeable English Teacher with 11 years of experience teaching English as Second Language
❑ Proficient in developing comprehensive grammar, writing, reading and speaking assignments 
❑ Motivated to help students develop a high level of proficiency in receptive and productive skills of English


PROFESSIONAL EXPERIENCE:


 
NUML UNIVERSITY, RAWALPINDI CAMPUS                                                                 Feb 2024---------  Present   Lecturer (Visiting)  
Responsibilities:-
· Conducting advanced English classes for BS English students.
· Designing differentiated learning lesson plan
· Exam Proctoring

ARMY PUBLIC SCHOOL AND COLLEGE HUMAYUN ROAD                                                                                         Rawalpindi, Pakistan                                                                                                                                                                         English Lecturer                                                                                                          August 2022 -----------Present  
Responsibilities:
❑ Responsible for teaching English at college level
❑ Teaching students aiming at SLO based FBISE exams 
❑ Cognitive development, social, behavioral and communication improvements 

INTERNATIONAL ISLAMIC UNIVERSITY, ISLAMABAD                                                                                               Lecturer (Visiting)                                                                                                     Sep 2023 -------------- Jan 2024
Responsibilities:
· Teaching Functional English Courses to students of Biotechnology

CITY GRAMMAR SCHOOL                                                                                                       Rawalpindi, Pakistan                                                                
Academic Coordinator/ Section Head                                                                                 Feb 2019- June 2022 English and Islamiat O Level Teacher                                                                                
Responsibilities: 
❑ Developed lesson plans and curriculums, delivered English and Islamiat lectures
❑ Checked lesson plans planned by the teachers
❑ Evaluated and reported students’ performances and teachers’ performance
❑ Copy Rechecking of Grade 3 till O levels and Matric Classes
❑ Conducted Listening and Speaking classes
❑ Managed meeting with the staff
❑ Managed Paper making, paper checking and result making
❑ Syllabus Correspondence to check the pace of the teacher
❑ Conducted Workshops of Lesson Planning, Classroom management, Learning Styles
❑ Member of Examination Committee
❑ Finalised Results of monthly and terminal assessments 
❑ Organised Parent teacher meetings 
❑ Provided complete instructions for assignments and homework
❑ Completed in-service and additional training to maintain professional growth.
❑ Helped students develop important learning skills 
❑ Provided personal guidance to students struggling both in and out of classrooms
❑ Prepared and implemented lesson plans covering required course topics
❑ Developed, administered and corrected tests, quizzes in a timely manner
❑ Received high remarks for the creativity of classroom lesson plans and instructional techniques from students and faculty
 
ROOTS GARDEN SCHOOL                                                                                                        Rawalpindi, Pakistan                                                                        English Teacher                                                                                                                         April 2018- Jan 2019 
Responsibilities
❑ Developed curricula, lesson plans, and instruction in English
❑ Advised and counsel individual students in academic areas
❑ Planned and supervised class field trips
❑ Arranged for class speakers and demonstrations
❑ Creatively developed and integrated lessons to supplement curriculum for subjects 
❑ Allowed students to realize their individual goals and objectives
❑Conducted various competition including Spelling Bee, Reading, Essay Writing, Story Writing competition
❑ Conducted the Annual Day Function of Roots School System
❑ Worked as English Coordinator


NICON ACADEMY                                                                                                                     Rawalpindi, Pakistan                                                               IELTS Instructor                                                                                                          November 2017- March 2018 
Responsibilities
❑ Taught classes and private lessons from Beginner to Advanced, and IELTS Preparation
❑Instructed in academy to prepare students for Academic English
❑ Designed various activities for students to improve their English


ARMY PUBLIC SCHOOL ASKARI 14                                                                                        Rawalpindi, Pakistan                                  English Lecturer                                                                                                  September 2012— October 2017 
Responsibilities:
❑ Responsible for teaching the assigned subject and the assignments related to the particular subject 
❑ Helped and guided the students for any academic problems 
❑ Guided and motivated students to take part in extracurricular activities 
❑ Managed and coordinated annual functions, trips and extra-curricular functions
❑ Arranged educational trips for students
❑ Taught students with Audio Visual aids for better understanding 
❑ Stayed updated with the changing syllabus
❑ Designed the weekly syllabus for the students and the school
❑ Corresponded with other teachers for Syllabus Correspondence
❑ Creative and resourceful in adapting instructional strategies to meet unique student needs
❑ Cognitive development, social, behavioral and communication improvements 

Professional Summary: 

❑ 10+ years of progressive experience
❑ Excited to provide an inspiring learning experience to students
❑ Fluent in verbal and written English and Urdu
❑ Respectful of cultural diversity in the classroom and in the community
❑ Builds strong and positive relationships with students and parents
❑ Solution-oriented classroom management style
❑ Excellent oral and written communication skills 
❑ Fluent in MS Word, Excel, PowerPoint, Outlook
❑ Self-Motivated and great Team player 
❑ Managed several concurrent tasks and priorities 
❑ Possess strong analytical, interpretational, interpersonal and communicational skills
❑ Ability to work under pressure and meet tough deadlines
❑ Strong analytical, conceptual, and problem-solving abilities 
❑ A keen and proactive attitude towards assignments and a mind that thrives on creative exploration of new avenues of opportunity

