Curriculum Vitae - Education Administrator
Curriculum Vitae
Contact Information
Name: [Your Full Name]
Email: [your.email@example.com]
Phone: +60 123-456-789
Address: Kuala Lumpur, Malaysia
Professional Summary
A dedicated and experienced Education Administrator with over [X years] of expertise in managing educational institutions, developing curricula, and fostering academic excellence within the dynamic education landscape of Malaysia. Proven track record in leading teams, optimizing school operations, and aligning institutional goals with national educational policies. Committed to empowering students and educators in Kuala Lumpur through innovative leadership and strategic planning.
Education
· Master of Education (MEd) in Educational Administration, [University Name], Kuala Lumpur, Malaysia (Year)
· Bachelor of Arts in Education, [University Name], Kuala Lumpur, Malaysia (Year)
· Postgraduate Certificate in School Leadership, [Institution Name], Malaysia (Year)
Professional Experience
Education Administrator
School of Excellence, Kuala Lumpur, Malaysia
January 2018 – Present
· Overseeing the day-to-day operations of a public school with over 1,200 students and 80+ staff members in Kuala Lumpur.
· Developing and implementing curricula aligned with the Malaysian Ministry of Education (MOE) standards, ensuring compliance with national educational goals.
· Leading professional development workshops for teachers to enhance pedagogical strategies and integrate technology into classroom teaching.
· Collaborating with local communities and stakeholders in Kuala Lumpur to improve student engagement and parental involvement.
· Spearheading a school improvement initiative that resulted in a 25% increase in student performance metrics within two academic years.
Assistant Principal
Kuala Lumpur International School, Malaysia
June 2014 – December 2017
· Supporting the principal in managing academic programs, student discipline, and staff development.
· Designing and monitoring school improvement plans to meet MOE benchmarks and international accreditation standards.
· Facilitating communication between parents, teachers, and the administration to ensure a cohesive educational environment in Kuala Lumpur.
· Implementing a data-driven approach to assess student progress and allocate resources effectively.
Curriculum Developer
National Education Resource Center, Malaysia
July 2010 – May 2014
· Creating and reviewing educational materials for primary and secondary schools across Malaysia.
· Collaborating with MOE officials to align curricula with the national vision of "Education for All" in Kuala Lumpur.
· Conducting workshops for teachers on curriculum design, assessment strategies, and inclusive education practices.
Skills
· Leadership and Strategic Planning in Educational Institutions
· Curriculum Development and Implementation
· Stakeholder Engagement and Community Building (Kuala Lumpur Context)
· Data Analysis for Academic Performance Monitoring
· Policy Alignment with Malaysian Ministry of Education Standards
· Cross-Cultural Communication and Multilingual Proficiency (Malay, English, Mandarin)
Certifications & Training
· NEBOSH International General Certificate in Occupational Health and Safety, [Institution Name], Malaysia (Year)
· ISO 9001:2015 Quality Management Systems Auditor, [Institution Name], Malaysia (Year)
· Leadership in Education: Managing Change and Innovation, [Online Platform], (Year)
Professional Affiliations
· Member, Malaysian Education Research Association (MERA)
· Member, Kuala Lumpur School Administrators’ Network
· Volunteer, UNESCO Education for Sustainable Development Initiative in Malaysia
Key Projects in Malaysia Kuala Lumpur
Kuala Lumpur Digital Literacy Program (2019–2021)
· Initiated a citywide initiative to integrate digital tools into classrooms, supported by the Kuala Lumpur City Council.
· Partnered with tech startups and MOE to provide training for 500+ educators in Kuala Lumpur.
Sustainable Schools Project (2016–2018)
· Developed a framework for eco-friendly school operations, adopted by 15 schools in Kuala Lumpur.
· Received recognition from the Malaysian Green Education Foundation for innovative environmental practices.
References
Available upon request. Please contact [Your Name] at [your.email@example.com] for details.
