Cover letter 
 [image: image1.jpg]


                                                                             

Mr. Mo. Aboodowleh,                                                                                                                                                                            Home Address: Canada – Toronto                                                                                          Present Address: Indonesia-Bali,                                                                                                                                                                                                                                                                     E-mail: abadanimo@yahoo.com,                                                           zagross_mo@yahoo.com                                                                                                                                                                                                                                                                               Skype ID: momario1947

Hello,

I’m Canadian citizen, hold BA degree / TESOL and bilingual English instructor / lecturer. I’ve a long ESL/EFL teaching experience in Middle East, Canada, Korea, Saudi Arabia and Indonesia, which makes me very comfortable working with different kinds of people of all ages, and expert in English Preparatory Year Program to better prepare students for university study .... I’m inquisitive, very energetic, dependable, and self-motivated. I’ve worked & lived in several Arab States and Asian countries & can approach issues / problems from different cultural perspectives. 
 If you are seeking a talented individual who stays abreast of his field, who understands how to teach, who earns 100% students & Managements support, and who is as career-committed as it takes to achieve total success, then please consider what I have to offer.

- English Lessons for elementary, high school students & adults



- Business English & Communication Skills


- Travel & Tourism & Business Management courses



- English Conversation Lessons all levels


- Basic, Intermediate & Advanced English


- Academic (University & Study Abroad) English


- TOEIC, TOEFL & IELTS English Test Preparation


- Preparatory English Program


- English for Corporate Training


- English Holiday Programs

Enclosed with this letter of application, you should find my curriculum vita, teaching philosophy statement which is sent for your information & consideration, and if I can provide you with any further information on my background and qualifications, please let me know.
Appreciate your time for reading this material and the attached documents, thanks.
Best regards,                                                                                                                                                        Mr. Mario Mo A.                                                                                                                                                                                                                                                       Cell # +6281284736830                                                                                                                                          Res # +62 227104955

Resume                                                                               

Mr. Mo. Mario Aboodowleh,                                                                                                                                                                            Home Address: Canada – Toronto                                                                                          Present Address: Indonesia-Bali,                                                                                                                                                                                                                                                                     E-mail: zagross_mo@yahoo.com                                                                               abadanimo@yahoo.com,                                                                                                             Skype ID: momario1947                                                                                                                      Cell # +6281284736830
Career objective : Seeking a challenging position as a College or University Teacher / Lecturer in  a reputable institute where I can utilize my knowledge and skill.
During my years as a bilingual educator, I have developed a keen understanding of the importance of student assimilation and respect for their native upbringing. These key principles make teaching bilingual students a rewarding and challenging career path.

As an educator, I wear many different hats: those of teacher, motivator, and leader. I am confident in my ability to create a “love of learning” environment for bilingual students that will enrich their academic growth. I adhere to new procedures and commissioner regulations for LEP and have hands-on knowledge of the following academic standards: Language for Information and Understanding, Language for Literacy Response and Expression, Language for Critical Analysis and Evaluation, and Language for Social Interaction. 

Career Achievements: Widespread experience in personal tutoring, non-profit associations, K-12 schools, adult schools, community colleges and academies.

Available:



2 weeks notice required                                                                     Personal Information:                                                                                         Nationality/Passport: 

Canada – Montreal                                                                                            Other Languages: 


Arabic & llittle of (Italian + French + Korean)                                Educations:                                                                                                                               BS + BA 
 


USA + Overseas                                                                                                                     TESOL Certificates     

Canada + Australia   (120 hours + 10 Observations)                                                                                     R.S.A Accounting 


England                                                                                                      PGCE Certificate


England  (Obtained by attending classes & final test)
Professional Experience
Overall, I taught all developmental English courses, general, elective and job-related courses using effective teaching methodologies. Developed and applied language evaluation procedures and liaised with departments to access language-training need and ensured they were met. Liaised and collaborated with other institutes in developing curricula and new programs. Participated in the on-going development, revision and evaluation of curricula and new programs. Participated in developing and evaluating English Proficiency Tests. Developed and produced teaching aids as needed. Participated in conducting and administering tests. Evaluated the effectiveness of training programs using methods such as surveys, questionnaires, interviews and observation, then used the results to plan future courses or to amend existing ones.
Work Experience:
July 2010 ~ Present,  SCHOOL PRINCIPAL  Bandung International English School     Indonesia                                                                         As Principal responsible for leadership and management, implementation of all policies, day-to-day functioning and routine operations of the school, and also include overseeing curriculum implementation, management and monitoring of teaching and learning programs, supervision of student assessment process and systems, health and safety, student welfare, staff selection, supervision and professional development, registers of enrolment and daily attendance, maintenance of buildings, and management of facilities, resources and equipment. Also teaching students high levels of Gen. English, History & Economic, Examination Preparatory Courses, TOEIC, IELTS & TOEFL. Other tasks & responsibilities are including:

• Administrative Responsibilities

• Departmental Representation

• Curriculum Leadership

• Faculty-Related Activities

• Student-Related Activities 

Administrative Responsibilities:

1. Prepare departmental course schedules

2. Conducting department meetings and establish specific work groups and subcommittees as needed

3. Write annual reports, planning and budgetary documents, and other reports requested by administration

4. Revise the college catalog, admissions, and departmental brochures

5. Conduct necessary departmental correspondence

6. Oversee departmental activities such as honorary societies, newsletters, lecture series, scholarship awards, career colloquia, student award activities, receptions, etc.

7. Supervise work study students

Departmental Representation:

1. Communicate department needs to the administration

2. Staffs admissions activities

3. Meet with the dean and other department heads

4. Serve as point of contact for outside groups and organizations

5. Attend Status Committee meetings when appropriate

Curriculum Leadership:

1. Initiate program review when necessary

2. Propose departmental curriculum changes

3. Review and approve proposals to be submitted the BOI

4. Facilitate discussions on teaching

5. Coordinate assessment activities

Faculty Related Activities:

1. Arrange suitable staffing for all courses

2. Supervise searches for full time faculty positions

3. Recruit, interview, hire, and supervise adjunct faculty

4. Observe and evaluate the work of adjunct and untenured faculty

5. Work with faculty throughout tenure, promotion, and sabbatical processes

6. Write letters of support for faculty

7. Encourage and assist professional development and scholarly activities of all faculty

8. Respond and seek to address faculty concerns

Student Related Activities:

1. Insure advisement of departmental majors and minors

2. Resolve individual issues related to departmental requirements or offerings

3. Process complaints related to classes or faculty


June 2009 ~ June, 2010  TESOL Consultant  KFUPM – Dammam Community College Saudi Arabia
English & Science instructor for the Preparatory English Program at KFUPM aims at preparing newly admitted students for their undergraduate studies at the University.

Oct. 2008 ~ May 2009 Consultant/TESOL Teacher  JIC College / University of Nanjran Saudi Arabia                 Teaching students / employees. Taught the Preparatory English Program to prepare students to continue their technical or business training through the medium of English. Taught Preparatory Year students to acquire study skills, among which: adaptation to university life; goal settings and priorities; self motivation; time and stress management; critical thinking; classroom skills; preparing for exams 
Mar. 2007 ~ Oct. 2008     J.C Private English School,             Elementary ~ Adults           South Korea             As teacher of English was responsible for providing an educational atmosphere where students have the opportunity to fulfill their potential for intellectual, emotional, physical, spiritual and psychological growth. Was responsible for organizing and implementing an instructional program that would result in students achieving academic success in accordance with Academy policies.
Jan. 2004 ~ Mar 2007     Olicos Language School (P.T),       Elementary ~ Adults  United States   Teaching new immigrants. The main responsibility was to help the participants understand English, speak it and be able to write and read it. My duties range from the preparation of course work, planning of classes and the marking of work handed in. At this school teachers concerned on daily communication enable to make them ready for the labor job markets.  So there was a strong emphasis on dialogue and role-playing & conversation.
Jul. 1997 ~ Oct. 2003 Worked for Different Private English Schools Elementary ~ Adults  South Korea As teacher of English as a foreign language (TEFL) involved teaching English, to students whose first or main language is not English, worked work in commercial language schools, schools and institutions of further and higher education throughout the Canada and overseas. Teaching English as a foreign language (TEFL), like any other teaching job, was about conveying information to students in an interesting way and communicating a love and passion for the English language. I use a wide range of course books, other materials and a variety of audio-visual aids. Also there was a strong emphasis on dialogue and role-playing, but more formal exercises, language games and literature are also used.
Sep. 1995 ~ Jun.1997  SEES English,  Teaching New Immigrants, Basic Conversation Toronto-Canada   Provided students with appropriate EFL instruction that was aligned with curriculum and standards. Prepared materials and classrooms for class activities. Provided students with the necessary English skills through speaking, listening, reading and writing instruction, and adapting teaching methods and materials to meet students’ needs. Developed creative lesson plans to integrate EFL skills around relevant vocational themes and topics and maintained accurate progress reports for each student.  Worked closely with the Academic Coordinator to develop curriculum materials to meet the specific English language needs of students.

Jan. 1994 ~ May 1995     Rich-view High Public School, Taught Mats & Science Toronto-Canada Delivered lessons in accordance with school teaching principles and focused on the interests and needs of the students, worked with private students and groups of differing sizes at the Center and at off-site locations Integrate learning technology into teaching programs, as required by the curriculum or requested by the students. Kept student records up to date as required and/or requested.
Achievements & Experience:
Ability to create atmospheres of learning and attention to the details. Ability to establish and maintain an effective, cooperative relationship with school personnel, students, and parents. Good writing and oral communication skills. Demonstrate knowledge of developmental needs of students. Thorough knowledge of content and teaching methods of English. Strive to meet the learning needs of all students to enhance their positive self-concept. Knowledge and skills in developing effective instructions.
Other Profile:

· Maturity, intelligence, energy and a good sense of humour.

· Aptitude to work with Arab youth & from all walks.

· Excellent initiative and enthusiasm.

· Diplomacy and tact. 

· Good leadership and planning skills.

· Ability to work unsupervised.

· Patience, flexibility, strong persona

· Good in technical report writing
· Good in problem solving
· Good communication & leadership
· Flexible, and challenging environment teaching English to students of all walks of life.
· Well presented with a professional attitude
• Good command of English/Arabic and able to work with foreign management.
• Confident, Pro-active, Energetic and professional Personality.
• 16 years experience of teaching English as a foreign language.
• Good communication and teaching skills
• Familiar with TOEIC, TOEFL, and IELTS 
• Friendly with good interpersonal and teamwork skills
Brief summery of experience & responsibilities
As Senior Teacher & Head Teacher
 As Teacher (Lecturer),
For the English language program, under the direction of the Academic Coordinator and Academic Director, I  have the ability to lead a teaching team or work in an individualized teaching structure. Provided assistance to Teacher III and direction to Teacher Aides based on experience and professional abilities. Cooperated & had frequent communication with other faculty, administration, staff, specialists and students to coordinate activities, exchanged information, resolved problems, and performed assigned duties. Had regular and frequent contact with parents of students to evaluate progress, made recommendations, and resolved problems. Instructed students in subject matter, prepared teaching outlines, assigned lessons, observed oral presentations, and corrected homework and in-class assignments. Administered assessment instruments to evaluate students' progress and prepared reports of progress; discussed pupils academic and behavior problems with parents and suggested remedial action. Kept classroom records. Maintained discipline in the classroom and on school grounds. Worked closely with school administration and education specialists to design curriculum, promoted innovative classroom methods and coordinated teacher training workshops. 

• Provided college level students with appropriate ESL instruction that was aligned with curriculum and program standards.
• Provided students with the necessary English skills through speaking, listening, reading and writing instructions.
• Developed creative lesson plans to integrate ESL skills around relevant vocational themes and topics.
• Maintained accurate progress reports for each student.
• Worked closely with the Academic Coordinator as assigned to develop curriculum materials to meet the specific English language needs of the students.
• Participated in weekly staff meetings & professional development activities for staff,
· Reviewed curriculum, core texts, and learner materials, and scheduling and general administration.

As Head Teacher,

Was tasked with a host of responsibilities. Played a crucial managerial role in the institutes, and was part of the school's administration as well.  I believe that the duties of a head teacher extend far beyond the walls of the classroom and was include responsibilities that impact all members of the school community as following: 

· Planned and led formal and informal professional meetings and workshops.
· Assisted in the design and reviewed of curriculum, in cooperation with educational specialists, school administration and Teachers..
· Promoted through personal example, informal interaction and consultation with peer teachers, innovative classroom methods, techniques, and use of materials.
· Planned or assisted with in-service teacher training programs in area of expertise.
· Provided special studies or research reports as applicable.
· Performed the planning and accountability functions specified in Schools 

· Management and Accountability System.

· Assisted school administrators in new teacher orientation, promoting high academic standards and maintaining professional atmosphere within the school.
· Provided work direction to Teacher Aides, as required.

· Served, when appointed, as a team leader for a group of classroom teachers 
· Notified all of the appointment and resignation of teachers, and kept Governing body informed on the arrangements for teachers and the results of formal assessment meetings.
· Designated an induction tutor for each class, and ensured that this person adequately prepared and able to work effectively in the role.

· Made sure that any duties assigned to the teachers are reasonable;

· Made sure that the teacher provided with a timetable representing no more than 90% of the average contact time normally allocated to more experienced teachers in the school, and made sure that the time released, protected, distributed appropriately throughout the induction period and used to support the teachers professional development right from the start of the induction period.
· Made sure that all teachers across the school have equal access to high quality support, monitoring and assessment ensuring consistency for all concerned;

· Provided the teachers with a way of raising concerns about the induction programmed, and made sure that those concerns are addressed satisfactorily;

· Accountable for the fact that the assessment of teachers, rigorous and fair and that the school hold three assessment meetings per year .

· Ensured teacher Career Entry and Development Profile used as a basis for reflection and discussion, resulting in the setting of objectives and creation of action plans through the course of the induction period.
· Notified the Director of their recommendation of whether or not teachers have met the Professional Standards.
Reference:  Will be sent on request. 
