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SAIMA ARIF

9 Range Road opposite Aakari 11
Afshacolony Rawalpindi Cantt.

"03465858009, 03335161375

M saimaarif184@gmail.com
Skype: saim.khan454

PERSONAL
INFORMATION:

. Arif Khan
uly 4th,1983.
. Female

Nationality : Pakistani

Languages
Religion

EDUCATION:

"INTERNATIONAL ISLAMIC
UNIVERSITY ISLAMABAD (2005)
M.A Education (CGPA 3.88, 1st position)

+F.G COLLEGE FOR WOMEN KASHMIR

ROAD RAWALPINDI
Bachelor of Arts, BA (2003)

,.F.G COLLEGE FOR WOMEN KASHMIR

ROAD RAWALPINDI
Higher Secondary Certificate(HSSC)
Faculty of Arts Intermediate (2001)

STATION HIGHER SECONDARY

' SCHOOL RAWALPINDI CANTT.
Secondary School Certificate (SSC)
Matric (1999)

SKILLS

* Project Management

* Guidance & Counselling

* Website Content Creation.
* Curriculum Development
* Monitoring & Leadership

* Impeccable Communication

PROFILE

Highly motivated & accomplished professional providing guidance
and counselling to students regarding career development and
academic achievements. Seeking for challenging position to utilize,
impeccable communication skills along with higher order thinking in
a way that can increase individual performance.

PROFESSIONAL EXPERIENCE:

? Euro Ark College of information and Technology

[] Pearl College

® Federal Board

¢ Medhelp International Islamabad 2024 - PRESENT

Overseas Education Consultant

JResearching, designing, testing, implementing education programs and
strategies keeping in view international standards.
Providing individualized guidance and counselling to student about international
® universities program requirements & there admission procedures.
Foster psychological and analytical consultation with appropriate academic and
professional advice keeping in view socioeconomic and individual differences.

'Y uBC 2018-2023
Program Coordinator
Coordination and management of overall programs, activities

* execution and monitor implementation of policies by collaboration with
other team members in making consistent progress.

Online Mode-Skype. Zoom 2013-2018

Education Research Assistant

« Assisting students in selection of Research topic.
« Reviewing and synthesis of collected literature and date.
« Providing guidance and information for hypothesis and bibliography.

2012-2013
Coordinator

. Responsible for coordinating, developing, evaluating and updating
existing curricula with effective implementation.

Training & Coaching of educators by utilizing latest method and
'lechniques

2010-2012
Principal

To conduct lectures according to the subject outline and prepare
“schemes of studies.

To assist in the development of effective educational programs in order
‘to achieve institutional goals and objectives.

To maintain record of student progress, achievements and attendances.
*Implementing daily, weekly tests and examination schedules.

2009- 2012

Practical Examiner
Conduction and Implementation of HSSC annual practical examination by
*following rules and regulations along with inculcating basic knowledge &
information to students required related to examination.
+To conduct inspection of examination concerns along with attendance of all
the candidates.
,Toassist in marking & compiling examinations scripts of the student groups..
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DEPUTY
SUPERINTENDENT

FBISE (HSSC)
Islamabad (2011)

DEMONSTRATO

FG College For women Kashmir road

Rawalpindi (2007)

INTERNSHIP

FGHMS 1-9/1
Islamabad (2005)

° Pearl College

2009-2010
Lecturer

To deliver lectures of Education, Spoken English, computer application & Textile
designing.

Develop & design teaching strategies of practical creative projects by fostering an
inclusive esthetic environment.

NICON Institute of Computer and Management sciences 2006- 2008
Lecturer

To conduct lectures and develop course curricula with intended
learning outcomes.

Assist individuals in education trips and seminars with latest
approaches to instructions.

Supervising students regarding academic projects and assignments.

Research Work: 2005 -2006

Comprehensive study has been conducted on the Education Articles
published by the daily Dawn during the Year 2004.

Certificates:

Certificate awarded for the best student of the year, faculty of Social Sciences from
1IUlin 2006.

Certificate awarded from Skill Development Council for Spoken English diploma
2011.

Certificate awarded from Skill Development Council for diploma in Fashion Textile
designing 2010.

Computer Skills:

Successfully completed diploma of Computer Applications from Skill
Development Council in 2010.

files & programs, internet browsing, email handling, Microsoft office, power
point animation ,certificate designing, web designing content creation,
creation on Canva, logo designing.

WORKSHOP COMPLETION:

Workshop attended on Personality Analysis and Interview skills by
Shamrock Pvt. Ltd.

SKILLS AND COMPETENCIES:

Foster psychological and analytical guidance and counselling to students with
appropriate academic and professional advice keeping in view socioeconomic and
individual differences.

Able to maintain record of student progress and achievement.

Design teaching strategies of practical creative projects

Excellent interpersonal and communication skills.

Coordination and management

REFERENCES:

Dr. Samina Yasmeen Malik Professor & Dean Islamic International University
Islamabad.

Dr. Shazia Noureen Associate Professor Islamic International University Islamabad
Dr. Tayyab Associate Professor Foundation University Rawalpindi...





