	ARFA SAIRA IQBAL


166 Lockwood Rd, Lockwood, Huddersfield, HD1 3QR.

Mobile: 07736 280 038

arfasaira@hotmail.com
PROFILE

Highly employable with a varied skill set including: direct teaching experience in a classroom environment; freelance writer. Skills include:
· Microsoft Office applications
· Superb written skills with own house style
· Excellent interpersonal skills

· Articulate and well presented with an eye for detail

· Motivated, enthusiastic team worker with the ability to work under pressure

· Good project management and time management skills
CAREER DEVELOPMENT

02/2010 – Ongoing
Freelance Writer


 http://arfasaira.weebly.com
Dedicated and hardworking freelancer with 15 years writing experience and own unique house style. Specializing in all non-fiction such as ghost writing, copy writing, articles, press releases and resumes (have long term contract with Career Wiz as Senior Resume Advisor). Areas of interest include:

· Health and beauty

· Parenting and lifestyle

· Alternative health/medicine

· Careers and education
11/2009 – Ongoing
Trustee for Viva Islam
Trustee for new charity focusing on helping and supporting new Muslims in Latin America with income generation projects to help alleviate poverty. Actively involved in all projects from initial ideas to implementing project strategies where required. Projects include planting trees, fishing projects, honey farms and a bamboo garden. 
10/2009 – Ongoing 
Mercy Mission Volunteer

Working in the marketing department as a creative; storyboarding ideas and concepts that are produced into adverts appearing on satellite/cable TV. Also responsible for creating content for web sites and writing articles where needed. 
09/2005 – 11/2008
Mount Pleasant School – Teaching Assistant

Worked alongside year 5 and 6 teachers to:
· Closely working with lower set groups to monitor writing skills
· Extensive work with SEN children

· Headed SATS booster classes for year 6 in maths, English and science

· Worked to lesson plans to own initiative to help children boost grades

· Worked with higher set groups to increase their sub levels

· Headed literacy booster classes for children falling behind

2000 – 2003
PricewaterhouseCoopers – IT/Recruitment Roles

Successfully ran an Intranet, undertaking the following roles: 

· Managing and maintaining site content and identifying new content required 
· Critically evaluating and testing internal company websites to identify defects, suggesting improvements to site design/usability and proposing new ways to market the sites.

· Development of internal Notes databases using Lotus Notes 4.6 and R5

· Responsible for managing all International deployments –deploying notes databases across PwC’s International network to territories all over the world

· Representative for PwC at recruitment fairs, including the Ethnic Diversity fair and the AIESEC fair

· Successfully acted as a student Mentor in the Interface scheme – an initiative set up to aid students from Ethnic minorities to get into work. 

· Responsible for undertaking students and improving their career prospects by critically evaluating CVs, covering letters, interpersonal skills and interview techniques. 

06/99 – 08/99 
 Shell Step Scheme

Worked in conjunction with Shell International at a local hospice to do database development. Involved transferring data from Sage (a payroll system) into Visual Personnel (a management information system) via templates.

SKILLS

· Office 2000 and 2007
· Lotus Notes development in 4.6, R5

ACADEMIC

1997 – 2000     
BSc (Hons) Computation (2:1)
 
UMIST
1996 – 1997 
Cert. H.Ed in Psychology


Manchester Met. University 

1994 – 1996 
3 ‘A’ Levels, all A-C


Xaverian College, Manchester

1989 – 1994
10 GCSEs, all A-C



Flixton Girls’ High School



PERSONAL DETAILS

D.O.B: 20/03/78





Licence:  Full



Nationality: British




Status: Married

Was member of the North West Chinese Kickboxing Association, where I trained for a number of years and achieved five belts out of eight. I circuit train and enjoy keeping fit. I really enjoy cooking and reading and writing stories in my spare time.
I am a professional henna artist, working with brides for their wedding day and also doing henna for parties and charity events. 

Enjoy travelling and meeting new people.
References are available on request






