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Creative  and  energetic  leading  professional  with  hands  on  experience  in  Event  and Projects Management  as well  as in  HR and  Administration in fast pace  environments where professional organizational skills are required to handle staff, customers, contractors, budgeting and financial aspects of special projects and events is currently looking  to  join  a  reputable  group,  where  I  can  manage  and  execute  all  expertise  by utilizing my creativity, 10 years’ experience and excellent management skills to ensure that the task assign to me reach their required goals.

CORE COMPETENCIES
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	Event Management
	Human Resource Management

	Project Coordination
	Administration

	Training and Development
	Development of Policies and Procedures

	Business Development
	Public dealing


ACHIEVEMENTS
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1. Reduced employee turnover  by regularizing  salary levels, promotions and introducing performance based incentives which enabled the organization to compete with other employers in the industry for the first time and increased the organization’s overall capabilities by enabling it to attract higher caliber candidates.

2.   Enable the Director to focus on high priority strategic issues by taking responsibility for the day to day administrative affairs of the office and responding to all requests for information.

3.   Reduced the time required to respond to member’s requests and improve members satisfaction by providing front line staff with the skills, knowledge authority needed to resolve customer enquiries and complaints

4.  Design and implement Basic Courses for the benefits of Employees and Employers.
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PROFESSIONAL EXPERIENCE
Exposure  of ten  years  in  various  organization  in  the  area  of Project  Coordination,  Event Management,  HR Management  as well as Training  and  development.  Brief details  of  my professional experience are as follows:
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RUSSIAN CENTER OF SCIENCE & CULTURE
(Cultural Center of Russian Federation in Pakistan) Designation               Administrator  (Pakistan Chapter) Tenure                         Since Feb’ 2009

Reporting to              Country Director and Vice Consul of the Consulate General of Russian

Federation

Job Description
Planning, Organizing & Controlling of events

Organized different programs for Promotion of Russian Culture in Pakistan (Photo Exhibition, Theater in Urdu, Russian Film, Documentary & Music Show) in Lahore, Karachi, Qusoor and Hyderabad.

    Coordinates with Consulate of Russian Federation for their programs

    Organizes Inter-Educational Institution competition on different topics

Organizes   different   Training   programs,   Workshops,   Presentations,   Meetings, Seminars on different topics

HR and Administration
    Hiring and job assignment to new staff.

    Meeting with the donors and setting their programs.

    Control all Construction and repair , maintenance work
    Supervising day to day activities.

Draft and develop operational policies and procedures and make any necessary modifications, based on analysis of operations


Allocations  of  duties  for  staff,  supplies,  materials,  equipment  and  authorize purchases

    Prepare and control budgets


Collaborate with others institution to  develop and  maintain standards, develop mission statements, and set performance goals.

    Participate in managing committee activities to develop and improve programs.

Educational Department
    Interviewing & Counseling with the students (for regular and fellowship cases)

    Communicating with “RACUS” for students matters (till graduation )


Organizes  Meetings,  Social  gatherings,  Inter-Educational  Institution  competition and Seminars on different topics with/without collaboration of different Local &

International Organizations.

    Helping Organizations in Interviewing and Hiring of students who studied from

Russian Universities and also arranging Internship Program for them.

    Arranging Seminars regarding to Career guidelines.
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INSTITUTE OF BUSINESS MANAGEMENT INTERNATIONAL (IBMI)

Designation:              Project Co-coordinator

Tenure:                        March 2004 till Dec 2008

Reporting to:             C.E.O Job Description:
During my tenure with IBMI, I conducted following Projects:

1)  Manzar College of Arts and Fashion
(Training   Institute   offering   One   Year   Diploma   Programs   in   collaboration   with

Technical Training Board of Pakistan) Designation                      Campus Head Job Description

Designed and Implement Career oriented short courses and Diploma programs with the assistance of Experienced and Qualified Professionals of particular trades.


Meeting  with  the  Government  Institutions  time  to  time  for     registrations  and examinations

    Interviewing and Hiring of Staff Members and arrange their training

    Arranging Seminars and student counseling programs

    Supervising Advertisement campaigns
    Time to time developed different policies for achieving better results.

    Meeting with different organizations for In-House selection programs for students
    Arranged programs for Intern-ship of students
    Arranged different seminars, programs for boosting our students.

    Dealing with foreign Universities for linkage programs
    Participate in committee activities to develop and improve educational programs.
2)  Rung Academy
(A Training Project by Rung Television Network.)

3)  JP  Fashion Brands
(Boutique Project, Developed for USA-Based Pakistanis)

4)  Shahrani’s
(Unique Fashion Based Project Designed for Sind)
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OTHER EXPERIENCE
Several years of Teaching and Management Experience in different School, Institutes & Colleges.

	DEGREE
	YEAR
	UNIVERSITY
	MAJOR

	Master of Business

Administration
	2004
	American World University-

Karachi Campus .Pakistan
	Management &

Marketing

	MS Computer Sciences
	2002
	PIMSAT , Karachi -Pakistan
	Computers

Sciences

	B.C.S.
	1999
	Shah Abdul Latif University in

Collaboration with PETROMAN

Karachi- Pakistan.
	Computers

Sciences


CERTIFICATE COURSES
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    Business  Communication  and  Presentational  Skills  from  Institute  of  Business
Administration- Karachi- Pakistan
    Advance Project Management Professional training from IPECC
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INTERVIEW PUBLISHED
Interview  published  by  “Daily  News”  in  Feb  1996  in  recognition of  Youth  Work  and making a device “SMOKY”

AFFILIATION WITH SOCIAL ORGANIZATIONS
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YESS                 Youth Embassy for Shared Security

YPP                   Youth Parliament of Pakistan

WCRP               World Conference on Religion for Peace

DFPF                Drug Free Pakistan Foundation

ACRP                Asian Conference on Religion for Peace

FAAE                Fight Against All Evils
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INTERNATIONAL EXPOSURE

Participated/Arranged in 1st  Asian Conference for Disarmaments with 28 Asian Countries as a Representative of Pakistan Chapter, arranged by “RELIGIONS FOR PEACE” in Nepal in 2009.


Participated/Arranged  in  1st   Asian  Youth  Conference  for  Peace  with  20  Asian Countries as a Youth In charge for Pakistan Chapter, arranged by “RELIGIONS FOR PEACE” in Philippines in 2008 and elected as a Committee Members among 13 members.


Participated/Arranged in 1st Asian Conference for Peace with 20 Asian Countries as a Youth In charge for Pakistan Chapter, arranged by “RELIGIONS FOR PEACE” in Singapore in 2007 and elected as a Committee Members among 13 members.


Participated/Arranged in 6th International Conference for Peace with 99 Countries of the world as a Youth In charge for Pakistan Chapter, arranged by “RELIGIONS FOR PEACE” in Hiroshima and Kyoto. Japan in 2006


Participated/Arranged    Twice   in   Executive   Committee   meeting    of   “ASIAN CONFERENCE FOR RELIGIONS AND  PEACE”  as only Muslim Executive Committee member  among  eight  countries  of  the  Asian  world  ,arranged  by  “ACRP”     in Bangkok, Thailand in 2003 & 2004


Participated in 5th Asian Conference on Religion and Peace with 26 Asian Countries as a Youth In charge for Pakistan Chapter, arranged by “ASIAN CONFERENCE FOR RELIGIONS AND PEACE” in Yougrata and Jakarta, Indonesia in 2002and Elected as a Committee member for Youth Body.

OTHER COUNTRIES VISITED
    India                                              Libya                                         UAE

LANGUAGES
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    English (Standard)                    Urdu (Standard)                   Arabic (Basic)

PERSONAL INFORMATION
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Age                                               37 years

Marital Status                           Married
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