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Objectives:

To work with an aim to gain valuable hands on experience and professional Administrative Management skills in an organization which provides a challenging, learning and developing atmosphere.
Professional Experience   -   12 Years
· South Line  Group Of Companies  -  Pakistan          3 years                                             
      (Jan 2011 - Dec 2013)
Worked as an Administration Officer.                                               (Reporting to Managing Director)

Major Responsibilities:
· Maintaining day to day administrative and personnel HR services to support operations. 

· Handle incoming and outgoing correspondences, meeting including drafting replies, answering queries, and or referring the same to the relevant individuals.
· Controlled the File Management system, storage and security of documents.
· Preparing & issuing internal & external memos to the departments or the concern employees.

· Handle sensitive and confidential correspondence and information.
· Coordinate visits of from overseas offices and covering all aspects of their travel, accommodation, business meetings and social activities.
· Handle quarterly reports (Admin, Travel, Office management reports)
· Involved in Preparation of employment agreements; Verify and report on benefits payments.
Coordination the departments of organization related the visa issues for the employees.

· Checking the education/technical degrees and process for attestation to the concern institution.
· Collection all the information for the new employee, arrange and taking their interviews.
· Scheduling the vacations for the employees and arrange their air tickets.
· Promptly handling of employees & department queries and solve them according to the management policies.

· THE EDUCATORS,      9 years                     
The EDUCATORSs (subsidiary of Beaconhouse Schooling System Group) having a British Curriculum, with a vast network of pre-schools, primary and secondary schools, teaching up to 193,000 students in eight countries world-wide.
· 3 years   ( Jan 2008 - Dec 2010)
       
Worked as an Administrator cum Vice Principal                  (Reporting to Principal)    
 
· 6 years   ( Jan 2002 - Dec 2007)

Worked as a Senior Teacher                                                (Reporting to Administrator)
Major Responsibilities:
-
Identifies the annual objectives for the instructional and extracurricular of the school.
-
Conducting Athletic activities and mediating after-school meetings with parents.
-
Evaluations proficiency and goal accomplishment charting progress and feedback to staff members.
-
Acts as a mentor to teachers who need guidance; provides reinforcement and praise to meet or exceed expectations. 
· Establishes Formal Work Relationships:  evaluates student progress in the instructional program by means that include the maintaining of up-to-date student data.  
· Maintains good relationships with students, staff, and parents.
· Manages, directs, and maintains records on the materials, supplies and equipment which are necessary to carry out the daily school routine.  
· Serves as a member of the administrative team to develop and implement the total school program. 

· Implement student orientation and registration activities.
· Assists in the preparation and management of budgets and schedules and in the coordination and implementation of the co-curricular program..

· Assisting in completion of records; inventory of supplies, textbooks, equipment and materials.

-
Orientation of new teachers for systems and academic policies..
-
Senior Campus Co-ordination; Class-observations; Exams preparation.
Awards & Certificates:

· Montessori Trained: got 5th Position.
· Work Shop attended for Phonic and Writing Techniques.
· English Language certificate by Domino got Grade-A.
· Attended 25th annual conference of SPELT got certificate.
· Zero level Learners memorised as confident users.
Academic Qualification:

	Master in Economics
	2013
	Karachi University - Pakistan  

	Bachelor in Commerce                                             
	2007  
	Karachi University - Pakistan

	Intermediate                                                              
	1989
	Karachi Board - Pakistan

	Matriculation                                                              
	1987
	Progressive National Ideal School


Personal Details:

Date of Birth                        
1st January 1973

Marital Status                      
Married

Religion                                 
Islam

Nationality                        
Pakistani

