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	School administrator with experience of 10 years in the effective running of the school operations. Responsible for the day-to-day management of the school. Organizational skills and time management have helped to schedule meetings and provide secretarial services to the school. Excellent multitasking ability and communication skills.
Successfully set achievable goals for the students to improve their performance. Build links with community centers and academic institutes to help students understand the real world. Worked with different teams of teachers, students and parents to create a flow of information.
	

	
	
	

	
	Experience
Job Title | Company | Dates From - To
My roles in this job are/were:
· To manage the operations of the school.
· To manage the office and school equipment from ordering to maintaining inventory.
· To maintain a healthy and competitive learning environment.
· To handle internal and external communication systems.
· To manage clerical and administrative staff.
· To organize, manage and schedule meetings between the staff.
· To sort and distribute incoming and outgoing emails.
[XYZ Company]
My roles in this job are/were:
· To help teachers prepare the curriculum for the students.
· To oversee the school budget and ensure that every department receives sufficient budgets to keep up with the activities.
· To assist the teachers, students, and parents with student behavior management.
· To assist the senior teachers and principals to make rules and procedures for student improvement.
	
Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text

Core Competencies:
Time management.
Organizational skills.
Communication skills.
Multitasking.
Team management.
Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
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