Dilshad Ahmed

( 3 St Clair Road, Plaistow, London, E13 9DU

( 07925 715430 

( unaahmed@yahoo.com 
Profile

A highly versatile and adaptable individual with a wide range of transferable skills developed through diverse roles within both the public and private sectors. Previous experience includes project management, administration and teaching. Now seeking to utilise skills and experience in a challenging new environment. 
Achievements

· Instrumental in the project management of London Development Agency projects aimed at providing learners with basic skills qualifications such as ESOL, numeracy or literacy; successfully achieved all project targets. 

· Also successfully completed a project to motivate and assist learners to achieve numeracy qualifications; achieved personal target of 20 completions within 1 month.
Key Skills

Teaching: Competent and versatile teacher with a wide range of experience
Project Management – Competent project manager and holder of APM Introductory Certificate in Project Management with experience of full project lifecycle

Planning - A logical and analytical approach to planning and preparation demonstrated throughout previous project involvement
Organisation – Capable of prioritising effectively and managing my own workload
Communication – Able to communicate clearly and professionally using a variety of media

Interpersonal – Capable of building lasting working relationships with colleagues and clients
Compliance – Ability to operate within strict guidelines and regulations demonstrated within previous public sector and NGO roles
Languages – English (fluent), Bengali (Native), Hindi (fluent) and French (Pre intermediate)
Computer literate - Confident in Microsoft Word and Excel
Teaching Experience


ESOL Teacher, 07/2007 - Present

Adult Training Network, London

· Managing a range of learning based projects

· Delivering classes and preparing learners for examination and assessment

· Marking of exam papers and assignments

· Management of student folders, ensuring all necessary documentation is present

· Allocation of tasks, supervision and guidance of an Administrator

· Acting as a Learn Direct Tutor including Mentoring and supporting other teachers

· Selecting the progression route for learners and providing career advice
EFL Teacher, 06/2007 – 07/2007

ISIS Education & Travel, London

· Delivered classes, assessed pupils and produced reports

Lecturer- English Department, 03/2005 – 07/2006

Stamford University, Bangladesh

· Delivered classes to students up to undergraduate level

· Provided mentoring to other staff and students

· Responsible for marking exam papers and coursework assignments



                        

Project Management Experience

Project Manager, 02/2003 – 03/2005

SPREAD, NGO, Bangladesh

· Responsible for managing the full life cycle of a wide range of projects
· Managing all aspects of project delivery
· Delegating responsibilities to other team members
· Monitoring and evaluating performance and reporting to Directors
Other Employment
Interpreter, 07/09-Present

Language Shop, Newham Council

· Providing interpreting services for a range of clients                                                     

Administrative Officer (Part Time), 06/2008 - Present

London College of Business Management and Computing,

· Responsible for a range of administrative tasks relating to documents of learners

· Data input, retrieval and management of the database

· Ensuring that office documents are kept up to date
Free-lance Translator and Interpreter, 01/2008 - Present
· Providing translation and interpreting services for a range of clients                                                     

Professional Training

CMI - Chartered Management Institute, 02/2009 - Ongoing

NVQ in Management Level 5  

IPMA (Association for Project Management, 11/2008

APM Introductory Certificate in Project Management 

02-2009 - Continuing

Short course in News writing and Journalism  

Chartered Institute of Environmental Health, 06/2008

Level 2 certificate in Food Safety in Catering 

Academic Qualifications

Middlesex University, 2006 -2008 

Post Graduate Diploma in TESOL with Applied Linguistics, Grade - Pass

University of Dhaka, Bangladesh, 2003 - 2005

MA in English Literature, Grade – B

University of Dhaka, Bangladesh, 1998 - 2003

BA Honours in English language and Literature, Grade - B

Integrated subject: Western History

Jahangirnagar University School and College, Dhaka, Bangladesh, 1997
HSC Higher Secondary School Certificate in Science, Result - First Division / Grade A

Jahangirnagar University School and College, Dhaka , Bangladesh, 1995

SSC - Secondary School Certificate in Science, Result - First Division / Grade A

Membership of Professional Bodies

Institute of learning (IFL)

Chartered Management Institute (CMI)

Member of Wisdom Trust
Personal Information
Health: Excellent, Non Smoker
Driving Licence: Not held
Interests: Reading, photography, learning new things and singing
References: Available on request
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