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OBJECTIVE 

My objective to contribute to the advancement of the organization by utilizing the learning experience that I would attain during the course of time.

WORK EXPERIENCE
University Hospital, Karachi, Pakistan 
January 2008 – October 2014
Position Held: Senior Admin Executive 
Responsibilities include:
· Type memos, & minutes of the meeting.

· Lead and monitoring the students’ faculty evaluation and guest speaker evaluation.

· Work closely with Coordinator in day to day administrative needs with faculty, faculties, students and Administrative Department.

· Prepares payments by verifying documentation, and requesting disbursements. 

· Prepare financial budgets for every different program.
· Scheduling appointments, program meeting, meeting with advisors and faculties and act as a scribe and take minutes for meetings regularly.

· Liaising with the Administrative Department in general administration to follow-up on relevant arrangements e.g. transport or travel.
· Maintain a working knowledge of the payroll processes and software and provide backup as required
· Prepare financial budgets for every different program.
Periodic Duties/Responsibilities

· Attending and participating in professional development activities.

· Assisting in the Examination at AKU.

· Assisting the faculty in outreach activities.

EFU Life Insurance, Karachi, Pakistan 


August 2006 to October 2007
Position Held: Sales Executive
Responsibilities include:
· Giving financial assistance to different clients.

· Maintaining records of every client.

· Visiting to clients.

· Communicate with clients through telephone via email.

· Maintain all office work.

· Maintaining financial records of client’s premiums data.
· Explain features, advantages and disadvantages of various policies to promote sale of insurance plans. 

· Explain necessary bookkeeping requirements for customer to implement and provide group insurance program

· Interview prospective clients to obtain data about their financial resources and needs, the physical condition of the person or property to be insured, and to discuss any existing coverage. 

· Attend meetings, seminars and programs to learn about new products and services, learn new skills, and receive technical assistance in developing new accounts. 

· Calculate premiums and establish payment method. 
EDUCATIONAL BACKGROUND
· M. Phil from Iqra University 

· Masters in Business Administration from Iqra University in 2012
· Bachelors in Commerce from Govt. Commerce College in 2006

· Higher Secondary School from Bahria Foundation College in 2004

· Secondary School Certificate from St’ Lawrence’s Boys School in 2002
COMPUTER SKILLS
· MS Office
· Peach Tree
· Statistical Program for Social Sciences

· MOODLE: An Online Course Management System

· Outlook Express
· Tally (Basic)

· Turnitin Software Usage
PROJECT EXPERIENCES
· Wrote a qualitative report on Role of Islamic Banking System in Pakistan.

· Thesis Research on Implication of JCM Model to increase employee motivation in Health sector of Pakistan.

· Wrote and analyze financial reports on market shares of different companies on investopedia.
WORKSHOPS ATTENDED
2012

Event Management

2010

Interpersonal Communication Skill, Personal grooming & Work Ethics,
The Aga Khan University, School of Nursing, 2009

2009
         
Training on "Skills for the Administrative Assistant",
The Aga Khan University, School of Nursing, 2009

2009
Attended three days workshop of “Microsoft Office”, conducted by Training & Development Department, The Ag Khan University.
2014
Got training in Cardiopulmonary Respiration (CPR)
PERSONAL STRENGTHS

I am an ambitious and energetic individual, can get along well with people at all levels.  Possess excellent correspondence & communication skills. Keen observer, quick learner & highly organized with a professional approach.
HOBBIES & INTERESTS
· Internet Surfing                                                                                                        
· Cricket

· Reading different Islamic books.
PERSONAL INFORMATION
Date of Birth:

6th September, 1987
Marital Status:

Married
Nationality:

Pakistani

REFERENCES

References can be furnished as and when required
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