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I am a self-motivated person, an excellent communicator who can work well under pressure. I enjoy working in environments where I am able to interact with other people. My past experiences have made me very confident in dealing with stressful and complicated situations. I have the capability of working on my own initiativeand asa team.
EMPLOYMENT HISTORY
Political Counselor Associate
High Commission for Pakistan – London, England (JUNE14–PRESENT)
· Writing official proposals for cultural and political events held at the High Commission. 
· Organised cultural and political events –Independence Day, candle light vigil, debates based on Pakistani political issues, etc. 
· Accompanied His Excellency to formal events and drafted His Excellency's speeches for certain events such as Pakistan’s Independence Day and a cricket tournament. 
· Attend 'Think Tank' events at Chatham House, International Institute for Strategic Studies, SOAS and Asia Houseand writing official governmentreports. 
· Summarise daily news clippings and produce reports based on imminent political issues based both in England and Pakistan and produced the High Commission event summaries for magazines. 
· Managed theresidenceInventory 
· Recruitment and Selection- drafted job descriptions, advertised job posts, interviewed and shortlisted potential candidates;and managed a group of 11 interns within the political section 
· Organized a Youth Convention by myself-working in collaborations with Pakistani Societies from all UK based Universities including: University of Oxford, Cambridge University and holding discussions based on facilitating the cultural, social and economical needs in Pakistan and Britain. 
Events Administrator
UCISA IT Services - (University of Oxford) (AUG2013-MARCH2014)
· Assisting in the administration of event setup and logistics. 
· Organising events/meetings. 
· Booking administration/data entry. 
· Dealing with delegate, speaker and exhibitor queries. 
· Coordinating content and delivery to venue of delegate packs and other material. 
· Updating an online membership directory. 
· Maintenance of UCISA membership updates. 
· Monitor UCISA email in absence of other team members, general office duties, 
assisting conference setups. 
HR Officer
Pearl Education Foundation - London, England (DEC2012 – July2013)
  Helped promote equality and diversity as part of the culture in the organisation, by making
sure to hire those who are autistic, dyslexic, disabled and hard ofhearing.
· Draft job descriptions and candidate specifications for PR role, trustees’ role, English 
teacher who teach as a second language, and marketing director; shortlisting candidates
for each position, and screening application forms in line with the foundation’s requirements.
· Recruiting students for the English classes and prepared Job and candidate profiles. 
· developing and implementing internal policies adhering to health and safety 
regulations, performance management and equal opportunities. 
· Experience in up scaling disciplinary procedures and absenteeism. 
· prepared staff handbooks and administered, maintained employee records. 
· I planned and delivered training, act as a mentor, and also council students as well as 
volunteers assisted registering the charity, creating a reward structure such as Iqra University. 
HR Assistant
Support for Living – London, England (MAY2011 -AUG 2011)
· Writing formal letters of acceptance and declined applications. 
· Followed up on relevant referees. 
· Conducted pre-interviews and conducted CRB. 
· Monitored examinations for accepted applicants and presented results. 
EDUCATION
	University
	Degree
	Year

	Birmingham City University
	International HumanResourcesManagementCIPD
	SEPT 12-SEPT 13

	Middlesex University
	BABusinessandHumanResources
	SEPT 09-JULY12

	West Thames College
	A-Levels
	SEPT 06-JULY08

	Queensmead School
	GCSE
	SEPT 01-JULY05


KEY ACHIEVMENTS
· Nubian Jak (Product development consultant coordinator)-team leader for NubianJak who specialised in making educational board games. (Consultancy in Organisation module) 
· Acted as a coordinator for different centers in London for Pearl Education Foundation. Furthermore, worked alongside both Dan Damon(BBC journalist) and James Caan. 
· I previously designed an absenteeism workshop called ‘Absence Matters’. 
· Cultural events planner for young Asian professionals e.g. UrduMeet-ups, Poetry events, andArt exhibitions. 
· Student Ambassador for Middlesex University. 
PROFESSIONAL MEMBERSHIP
· Associate member of the Chartered Institute of Personnel and Development (CIPD)since 2013. 
CORE SKILLS
· Microsoft Office, Outlook, Card design software(Card exchange),Adobe InDesign, Photoshop and official Government report writing. 
· Ability to converse fluently in Urdu and read Urdu on a basic level. 
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