SALMA BATOOL


PROFILE:

A self-motivated and highly enthusiastic individual. Able to work on own initiative & as a part of a team. Proven leadership skills concerning managing and developing to achieve their objectives also have a wide breadth of experience of the type that gives you the versatility to place me in a number of contexts with confidence that the level of excellence you expect will be meet.
OBJECTIVE:

Professionalism with Innovation and join a dynamic institute offer opportunities to polish my professional and artistic skills and to accomplish the assigned tasks in challenging environment.

ACADEMIC QUALIFICATION
           B.Ed
Education University Lahore
           M.Sc Geography
Govt. College Asghar Mall, Rawalpindi, (Punjab University )
           Graduation 
Govt. Degree College for Women, Murree Road Rawalpindi           Intermediate  
Govt. Degree College for Women, Murree Road Rawalpindi          Matriculation
Federal Government Girls Higher Secondary Model School, I/9-1Islamabad

PROFESSIONAL EDUCATION

	B.ED
Elementary Teacher Training College Saidpur Road Rawalpindi

EXPERIENCE
· Worked as a substitute Teacher
· Worked as a Montessori Trained Teacher in Asif Public School System                                   (Two Years Experienced)
· Worked as a Vice Principal in Muhammadan Montessori School                                          (Three Years Experienced) 
· Worked as a Lecturer of Pakistan Studies & Com.Geo and Strong part of Admin in
Raees-UL-Ahrar College of Commerce Rawalpindi (Two Year Experience) then as 
Exam Co-ordineter & Admission Officer (HR). Also know about some Accounts activates.           (Two Year Experience)
· Worked  as a Lecturer of Geography in Post Graduate Vaqar un Nisa College  Rawalpindi             ( One Session )
· Now Working as Lecture of Com.Geo  also apart of admission team in Superior College Bahria Town Campus Islamabad




Major Subjects 
Geography
 Pakistan Studies
 Education
Islamic Studies
ADVANCE IT SKILLS

· Can handle computer with ease & proficiency, well acquainted with the following:
· Packages(Windows)	XP2007, 2006, 2003,2000 & window -97
· Programs:	Office Automation-2007, 2005, 2003, Editing, Typing
· Installations:	Windows, Programs, Games
· Excellent Command on Microsoft office and windows,
· Excellent Command on Microsoft excel Worksheet
· Excellent Command on IN page
· Excellent Team work & Leadership Qualities.
· Good Command on Personality assessment.
· An Engaging personality and teaching style.
· Good classroom management skills.
· Dedicated, Creative, Cooperative, Compassionate.
· Sports and Games Participation in sports divisional level

 ACCOUNTING SKILLS
· Ledgers formation
· Preparation of note sheet
· Compilation of budget file
· Preparation of Balance Sheet
· Cash Books
· Payrolls Systems
· Assist Accountant in day to day activities

EXTRA CURRICULAR
· Conduct Seminars & Meetings in Official Levels & Montessori Course.
· Worked as a Girl Representative at School and College Level.
· Very Social and popular among those who interact with me.
· Participated in Urdu debate competition in school & college level.
· Participated in comparing and in dramas in school & college level.
· Participated in many Sports in school & college level won a many  prize in different sports  at Divisional level in Rawalpindi campus.
PERSONAL SKILLS

· Hardworking, consistent & Result oriented.
· Fluency in written and spoken English, Urdu and Punjabi.
· Adequate knowledge of computers.
· Well-developed interpersonal & communication skills.
· Leadership and management skills.
Can work well under pressure and meet deadlines.


LANGUAGES
Proficiency in spoken as well as written in English & Urdu.

PERSONAL INFORMATION

Father’s Name	:		Muhammad Lateef NIC No		:	37405-9136574-6
Address	:	Wakeel colony Gulzar e Quaid Rawalpindi Marital Status	:	Single
Nationality	:	Pakistani
Religion	:	Islam
Cell	:	+92 3325397874


I am an active person with enthusiastic nature. Reading books and sports.
