RESUME
Aina

Mohllﬂ:82956-27026
Address: House no. 478, Near

E-mail: ainaasija@gmail.com

CAREER OBJECTIVE

e Seeking a Challenging position to utilize a

professional growth and adds value
resourceful and flexible,

SUMMARY
* An enthusiastic, punctual & care
interpersonal skills,

EDMQML QUALIFICATION
B.Ed. (Special Education) from Kurukshetra
M.A. (Psychology) from IGNOU
M.A. (Pol. Sci.)from Kurukshetra University
B.A from Kurukshetra University
12" from Bhiwani Board
* 10" from Bhiwani Board
EXPEEIEQCE

* Working as a Special Educator Apprentice in Vishas Rehiblitation Fatehabad for the Period of
7months (01-05-2022 to 30-11-2022

PERSONAL PROFILE

Husband Name * Mr. Vicky Asija

Date of birth : 08-01-1989
Gender ! Female

Masid Panjuana, Sirsa

nd enhance my skill and abilities which offers a
to my profession and personality while being innovative,

er minded individual with excellent communication and

University

: Indian
2 - :English, Hindi & Punjabi
:iﬂe“ | :Hindu

 : Reading Books

Iheahnve mentioned information is true to the best of my knowledge and
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Punjab Convent School R Soomie

(Under the aegis of Awesome Educaltion Society)
Mansa Road, Jhunir (Distt. Mansa)

Ph. 01659-260756, M. 81464-02342
E-mall ; pesjhunir@amall.com | www.pesjhunic.com

Ref. No. £65/a3/800, (1) 1vee Dated .94/7 /20

Ms. Aina ¢/o Mr. Vicky Asija
House No. 478, Near Masjid Panjuana, Sirsa
Pin Code-125077

Subject:- Appointment Letter From School (Post-Special Educator)
Dear Aina,

We are hereby pleased to inform you that Principal from school Punjab Convent
School offers you appointment as a Special Educator in our institution. Based upon interview
and test in which you have qualified and performed best among candidates. The monthly
salary along with TA in respect of this appointment will be Rs.22240.

If you wish to accepf this offer of appointment in our school under the condition set out in the
attached condition of Service for Teachers in Private School, sign letters of acceptance &
condition of Services. After receiving this letter kindly meet the principal.

A meeting will be held and you will be told about the rules & regulations along with working
pattern of our school. we hope that you all will be glad and will come to us soon. This is really
an honour for .us to hire such a competent candidate like you in our valued institute.

We wish good luck for future and hope you will perform according our requirements and will
be capable to fulfill task assigned to you. Its really a good opportunity for you to prove yourself
and make your worth as a significant person.
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Appendix Il
CONTRACT OF SERVICE

An agreement made this.@/= 282223, day Ofvererecnnennnn, oh R two, thousand,
AN..uensessnniniessresssssnsssnsensnssassstrsnssssseness s DOIWEEN ME/MIS./MISS.. (ALIA A .veverreesereresssn hereinafter
called the teacher/employee of school the Party No.1 of the one part and the Governing Body of
the school(hereinafter called the committee) the Party No.2 of the other part. The committee
hereby agrees to employ the Party No.1 and the Party No.1 hereby agrees to serve
a.sg <uesnseeeeneadl the school on the following terms and conditions:
hcraft Selucedgn
1. That Party No. 1's employment shall begin from the.......eim..day
(01 o i He shall be employed in the first instance on probation for a period of one
year/on terrtgor ry basis and shal be paid a monthly salary , of
e A T in the scale of pay of Rs.[2%02. 7. £3.44.7 piue
allowances in accordance with the rates as prescribed by the State /Central Govt. from
time to' time and applicable to his case. The period of probation may be extended by the
Governing Body for a further period not exceeding one year. The total probationary period
shall in no case exceed two years.

2. If the work and conduct of the Party No.1 during the period of probation or extended
period of probation is not found satisfactory, the services of Party No.1 are liable to be
terminated without notice before the expiry of the period of probation. The sole judge of
the satisfactory completion of the probation will be Governing Body of the school.

3.  After satisfactory completion of his probationary period, the Party No.1 shall be confirmed
with effect from the expiry of the said period of probation or the extended period of

probation.
Rk

on confirmation, the Party No.1 shall be entitled to the benefits of
Provident Fund or G.P. Fund in case the scheme of per]sion exists in the
d shall be governed by the rules of that Fund as in force from time to time.

shall during his service under this agreement be eligible, subject to the
ji'chuol, to such leave as is admissible under the Government rules from
srce, the leave Is not claimable as a matter of right but may be granted at

\e Governing Body of the school/ Principal of the School as per rules of

not leave the station without having first obtained the written
orised officer of the said school.

75
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the service of the Party No.1 is terminated as hereinafter provided, he shall

in the employment of the school till he attains the age of superannuation as per
Gowt. rules, when he shall retire, provided that the commitiee or any other person
authorised by the committee in this behalf may retain his service for a further period as
admissible according to rules of the State Education Department for such extensions if the
Party’ No.1 is fit for such extension and has no mental or physical incapacity which would

disentitle him 1o get such extension. Provided further that the extension shall not exceed
one year at a time.

4

9. On retirement or otherwise relinquishing the job, except in the case of resignation, after
satisfactory completion of service as prescribed by the school Gratuity Rules, the Party

No.1 shall be entitled to the benefit of Gratuity under the school rules as in force from time
to time.

10. During the service under this AGREEMENT, the Party No.1 will be liable to disciplinary
action in accordance with the Rules and Regulations framed by the school from time o
time even with retrospective effect, for any art of insubordination, intemperance or other
misconduct, or the commission of an act, which constitutes a criminal offence or of any
breach of non performance of duties or any of the provisions of those present or of any

rules pertaining to the conduct of the school. These rules will normally conform to the
Gowt. rules in this behalf.

11. ¥ the Party No.1 is suspended from duty during investigation into any charge of his
conduct mentioned in clause (10) above, he shall not be entitied to any pay during such
period of suspension but shall be entitled to receive a subsistence allowance at such rate
as may be decided by the committee generally from time to time or at a rate as may be
deemed fit. The subsistence allowance shall conform to the Gowt. rules normally.

" 42, I the Party No.1 is exonerated from the charge brought against him, he shall be reinstated
~ in his post and shall be paid his salary for the period, if any, during which he was
- suspended and subsistence allowance already paid will be adjusted.

2 Governing Body of the said school may terminate the service of the Party No.1 as
. provided in Rules 29 Chapter VIl of the Affiliation Bye-laws of the Board by giving three
nofice in writing in the case of confirmed employee or one month’s notice in the
emy employee or by paying a sum equivalent to 3 months salary or one
y, which the Party No.1 is then drawing. Similarly if the Party No.1 wants to
b, he shall be required to give three months notice in writing if he is
ne months notice In writing if he is temporary or deposit three months/one
) case may be in lieu thereof.

himself honestly, diligently and efficiently under the orders and
. necipal under whom he shall be placed as teacher /
 he di e all duties pertaining to that office and/or
ne in his ty as aforesaid and will make himself in all
‘may be required of him and shall always act in paramount



19.

The Party No.1 shall not apply or appear for interview etc. for any job outside the school
without the permission of the authorised officer of the school. If he has
already applied before joining this school, it will be his duty to inform the Principal at the
time of appointment and seek his written permission, if he is required to appear for

The Party No.1 shall devote his whole time to duties assigned and shall not on his own
account or otherwise directly or indireclly carry on or be concerned in any trade or
business whatsoever which is likely to interfere with the due and efficient discharge of his
school duties under this agreement or to be othewise prejudicial to the interest of the

:

The Party No.1 will not on any pretence absent himself from duties without first having
obtained the permission of the Principal or in the case of sickness or accident, without
forwarding a medical certificate to the satisfaction of the Principal.

The committee and the Party No.1 agree that any dispute arising out of or relating to this
contract including any disciplinary action leading to the dismissal or removal from service
©or reduction in rank etc. shall be referred for arbitration of any person to be nominated by
the Chairman of Society running the School and if the arbitrator fails or neglects to act or

becomes incapacitated, the Chairman of the society shall nominate any other person to
the vacancy of arbitrator.

In witness whereof the parties hereto set their hands this’ day, month and year first above
written.




PUNJAB CONVENT SCHOOL
JHUNIR, MANSA

Code of conduct for Teacher

Teaching in true sense is not mere instruction but influence. A person, who chooses
teaching as a career, assumes the obligation to conduct him at all times in accordance
with the highest standards of teaching profession, aiming at quality and excellence. In
his work and conduct setting an example which commands the respect of the pupils,
the parents and his colleagues. The teacher’s duty is not merely to communicate
knowledge in specific subjects but also to help children grow to their fullest stature
L% unfold their personality. In this responsible taste what matters most is the personal
example of the teacher. The following points are, therefore laid down for the guidance

for all the employees of the school.

L.

2,

Every teacher shall by percept and example, instills in minds of pupils, love of
the motherland, respect for law and order and tolerance for all religions.

Every teacher shall organize and promote all school activities. Which foster a
feeling of love and togetherness.

No teacher shall be a member of any political party and shall always be in the
alert to see that his pupils also do not take active part in politics.

Every teacher shall co-operate with and secure co-operation of other persons in
all activities which aim at the improvement of moral, mental and physical well

being of the pupils.
Every teacher must be a keen learner. He should plan out his work on approved

lines and do it methodically, incorporating all useful activities.
Every teacher should be temperate and sober in his habit. He should avoid
chewing of betel leaves, smoking and such other undesirable habits in the

presence of students and within the precincts of school.
No teacher shall indulge in or encourage any form of malpractice connected

with examinations or other school activities.

Every teacher should be clean, neat and in formal, while on duty his/her dress
should be dignified as per the prescribed dress code. '
“Every teacher should be punctual in attendance in respect of his class work or
any other work connected with the dutics assigned to him by the Principal.

r should show due respect to the constituted authority diligently
ns issued to him by the superior authority.
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11.  Every employee shall reach school in time and sign the attendance register daily
on arrival/departure otherwise the employee may be marked absent from the duty
for that day/date. '

12. Cf)rpora! punisl}ments to students, harassing mentally or physically abusing
children in any form will invite stringent disciplinary proceedings and concerned
employee may be dismissed from services.

SERVICE RULES

1.  All employees shall be initially appointed on trial basis. During the trial period,
leave shall not be considered on any ground. After the trial the employee shall be
placed on probation for one year, A staff member shall be confirmed, after
he/she completes one year of probation period successfully.

2. Services of an employee during probation period may be terminated by %e
school administration/management after secking approval of the managing
committee by giving one months notice in writing or one month’s total salary. At
the same time, if an employee desires to be relieved during the period of
probation, it will be necessary for him/her to give one month notice in writing or
one month’s total salary.

3. All employees are required to keep one month salary as security with the school.
The security amount shall be refunded when the employee leaves his/her services
by giving a proper written notice of one month. In case of improper short notice
or damages done to school properly, the security amount shall be with held/
forfeited.

4.  All employees can avail leave as per leave rules of the school.

Grant of any leave shall depend upon the exigencies of the institution and sil “
be at discretion of the principal. )
6. [Except in unavoidable circumstances Or acute emergencies, prior

approval/sanction of the leave to be taken. In case of emergency a letter or
phone\message giving reasons should reach the principal on the day of absence
at least 30 minutes before assembly starts. All such telephone leaves should be
confirmed in writing after resuming duty. If no such written confirmation is
given on the very next day of absence, then the employee shall be marked absent

and pay shall be deducted accordingly.

Lh

7. Teacher should be attentive in class room as well as in the school campus.

8 Teacher should follow the rules and regulations of the school, if teachers ar
found creating any type of problem regarding students or any matter related to
school must be discussed with Principal. :

9.  Spoken Englishen ironment should be created among the students as well as in

our self.
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28.
29,

30.
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34.
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_Wltlwutﬁflmgthe leave Performa

Teacher should wear the formal dress in the school campus, No T shirt will be
allowed for the male members. Female staff will avoid sleeve !essijean.

In case of non providence of bus services fare will be provided to you by the
school.

If school has any important work or function on holiday, teacher can be called
on that day.

Without information leave will be counted as absent i.e. two days leave without
salary.

Leave information on phone will not be acceptable as first leave of the month. It
will be counted as C leave.

Leave Performa will be filled by the teacher,

More than three continuous holidays will not be given to anyone.

Two half days leave will be counted as one day leave.

Three short leaves will be counted as one day leave.

There should be no guides up to 10th class.

Class work and home work should be properly checked by the teacher.

Teacher will prepare lesson before teaching and they will not use help books in
classroom.

No one will prepare question papers, marks list and result in the class room.
While teaching teacher should take part in the discussion.

After the completion of the lesson, there should be class test and the same
should be signed by the parents.

Teacher should take two or three min. to change the classroom after the bell.

Not more than that will be tolerated.

There should be no discussion by the teachers in bet
After school gets over, students of 2™
there. It is the moral duty of the teache
room.

No body will sit in the staff ro
free period or in the recess.
After first bell for assembly, teacher should
they all come with their classes for prayer.

Teacher will remain with their kids until they go to the buses.

Only three teachers will be given leave at a time, fourth teacher will not be
Ppermitted for leave,

ween the period gap.
round make noise by running here and
I to make them sit properly in the class

om before prayer. They can sit there only in their

g0 to class room on second bell,

» leave will be counted ag absent.
No use of mobiles in the classroom and mobile will be kept in office. School
number can be used as alternate number,

Teachers are not allowed to do preparation for their Competitive exams during




General Rules:
1.  Leave must be g0t sanctioned before it is availed otherwise it will be treated as

unauthorized absence from
Leave without pay.

2. Every employee, in first
before availing it.

3. If Sunday/holiday falls in between the C/L applied, it will be considered as
casual leave. Sunday/holiday can be taken as prefix/suffix only.

Every staff member is expected to be present on last working day before

summer vacation & on opening day after summer vacation (both days inclusive)

5.  C/L more than 3 days in continuation will not be allowed expect in extreme
cases with the prior approval of chairman, school managing committee. 0

school duty & concerned staff will be marked on

year of appointment has to first earn the casual leave

Leave Encashment:

i= An unavailed leave will be encashed at the end of the academic session or at the
time employee leaves the school.

2.  No of days of leave earned will be as per complete months of service in
academic session.

3. In case of emergency or on compassionate ground, it will be at the discretion of
management to relax rules and grant Extra Ordinary Leave (EOL) without pay
on the basis of merits & performance of the staff.

"é@'-_.-jl}eelara'tion:- 4

4 Principal

. Principal
Punjab Convent School Jhunir
Affiliated to CBSE New Delhi
Aff.No.1630840,School No.20820




sNo. 1172671

Furukshetra Unibersity, Wurnkshetra

(Established by the State Legislature Act XIl of 1956)
(“AiGrade, NAAC Accredited)

_ REBULT-cum~-DETAILED MARKS CARD

E B.Ed. - (Special Education) (H.I.) = IV Semester

Examination May 2019
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+ S.No. 12689
: (Estab I of 1956)
: OMCNo. 500979
RoliNo. 1559334
RegnNo. 07-MP-316
T RESULT-cum-DETAILED MARKS CARD
MASTER OF ART (FINAL) POL.SCT. EXAM MAY, 2016
Name AINA :

ol DETAIL OF MARKS g
Sr, e . Subject Marks Minimum Maximum
No, ey Obtained Pass Marks Marks
.! 1 PS61 POLTICAI. THEORY 38 10 32TH 40AG 100 °
2. | PS62 COMPARATIVE POLITICS 37 09 32TH 40AG 100
3. | PS67 INDIA'S FOREIGN POLICY & 44 11 32TH 40AG 100
RELATIONS .
4. | PS68 INTERNATIONAL LAW 34 09 32TH 40AG 100
5. | PSe9 INTERNAT . ORGAN , &GLOBAL 51 13 32TH 40AC 100
ORDER STUDIES
I G. *
J" . ¥ i
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L—-—— --—'_"M-r S
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Father's Name : Shri PAWAN RUMAR
Mother's Name:Smt. PUSHPA RANT
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3 Maidan Garhi, New Delhi - 110 068
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-**'Bx‘cnsmnh OF ART

DMC Sr. No. 102_2.0
RollNo. ~ ppo3i62
Regn. No.. g7.mp-316

+-DETAILED b MARKS CARD
‘PART-III EK&M RPRIL,ZOIG

Y *]' ':'“ !

2 g

‘"""’ Shri mwm KUMAR |
: mmopms T
Subject Marks Minimum
L Obtained | Pass Marks |
RRbL INGLLSH 29 23 06 035 100
2 'iiiz-mnr \COMP, 54 06 035 100 -
3. | goes mcowowzcs 53 06 . 038 100
T _ o,
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wewa / swwan SonDaughter of @vsh PAWAN KUMAR afte and ddvSmt. PUSHPA RANI 4
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¥ sy (ofw wrafs YA N has sppeared in the Sanior Secondary Certificass Examination heidin  MARCH, 2007 x
GOVT GIRLS SR SEC SCHOOL, FATEHABAD g
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subject-wise grades (5 with Grade Point Average) mentioned below : S
— Lk Arwet st Semester %—E“W‘% -
S Na. T Subject nmmp’wwc& ractcal Totst
1 ENGLISH(CORE) 73 07 XX 080
2 | HINDI(CORE) _ 78 09 XX 087 Y
3 PUBLIC ADMINISTRATION 86 08 XX 075
4 ECONOMICS 56 08 XX 064
5 HOME SCIENCE 48 10 1 24 080
- T : e T 1 l
g #dwex iind Semesier - ! NTEr® Marks Obtained =
fafbra(egs) | wog et
NN Theory(Ext) | s 574 OCE | Practical Toti
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5 | HOME SCIENCE 079
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VISHWAS REHAMUTA‘I‘!ON CENTRE
RUN BY B.D.C. CHARITABLE TRUST

BIGHAR ROAD FATEHABAD 125050
TN Dated:. L ol2o2?

| TO WHOM -SO-EVER-IT MAY CONCERN

This is certified that
Worked' as special educator in our School from 01-05 2027

To 30-11-2022 with our entire satisfaction during working

Period We found her sincere ,honqst,hardworklng,dedicat 2d

Employee wlth a character is well. We have no objection 1

Im'ln any better position and she has no Iiabltlties




Aina
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/DOB: 0R/01/1989
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