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CAREER SUMMARY

Assistant Manager Publications and a Senior Administration and HR Executive and Facilitator who’s involved in a variety of staff support functions through trainings and seminars. I train teachers and presenters to learn the art of encapsulating in-depth knowledge of organizational procedures and policies, while maintaining a presentation and delivery routine that forces the audience to capture, understand, interpret and accumulate information effectively and accurately without losing their attention.

I seek a challenge where the utility of my training experience, innovation in audience engagement ideas, multi-tasking capabilities and people skills are not only utilized, but are advanced to understanding the communication methodology in more multifaceted and complex organizational structures.

EXPERIENCE
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Assistant Manager – Research & Publications
Sept 2014 - Present

Institute of Bankers, Pakistan (IBP)
Head Office, Karachi
· Supervising editorial staff in all activities leading to publication, including acting as a personal assistant to commissioning editors and overseeing tasks such as issuing contracts and dealing with royalties;

· Liaising with other in-house teams, writers, photographers, printers, designers and production staff to negotiate and monitor timescales for stages in the publishing process;

· Dealing with the administration of work commissioned to freelance writers, picture researchers, photographers, stylists and illustrators;
· Annual Reports;
· Organising and researching projects to tight deadlines;

· Summarising written material;

· Correcting manuscripts;

· Obtaining rights to use materials from other publications;

· Using computers for word processing, desktop publishing and email;

· Dealing with phone and email queries, e.g. from writers and the public.
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Senior Officer – Education


Sept 2012 – Apr 2014

Institute of Cost & Management Accountants of Pakistan (ICMAP)
Head Office, Karachi
· Conduct Career Counseling Seminars to increase awareness, promotion and admissions in the region.
· Screening and testing of applicants for faculty; coordinating interviews and offers to selected candidates.
· Marketing strategy implementation to meet the given annual targets with subordinates, which includes, tele-marketing, advertisements, invitation letters, one to one counselling, student’s data etc
· Coordinate and perform a range of operational and staff support activities for the unit; serve as a liaison with other departments and operating units in the resolution of day-to-day administrative and operational problems. 

· Provide administrative/secretarial support for the department/division such as coordinating communication, assisting visitors, and resolving and delegating a range of administrative problems and inquiries
· Organize events i.e. Proficiency award ceremonies, winter/summer carnivals, Dignitaries visits etc.

· Coordinate with examination dept. at the time of exams to hire invigilators, work on student’s data etc. Issue certificates.
· Conduct workshops on English Language to groom the department further.

· Counsel existing students with their academic/administrative issues.

· Coordinate with other campuses to ensure that the current projects are functional without hindrance. Establish, maintain, and update files, databases, records, and other documents; develop and maintain data, and perform routine analysis and calculations in the processing of data for recurring internal reports. 
· Supervise telemarketing team on various projects related to education information and follow ups.

· Monthly visit to out stationed campuses to ensure the quality of services of South Team in different cities of Pakistan.
[image: image3.png]D



Facilitator-English Language Development Programme/Recruitment
Beaconhouse Educational Systems, Pakistan

Apr 2011 – Aug 2012
Regional Head Office, Karachi
· Conduct workshops on Personal Development, Teaching Etiquettes, Presentation and Delivery, Managing Audiences, Language Grasp etc to head of departments throughout Pakistan.

· Assessment and interviews of candidates applying for positions including but not limited to Teachers, Teaching Assistants, Student and Faculty Co-ordinators etc.

· Conduct workshops to improve teaching methodologies and classroom communication with effectiveness with techniques like storytelling, onomatopoeias, Dialogues etc.

· Bi-Annual Evaluations & observations of teachers. Presenting to them their assessed scores and providing them with learning plans and roadmaps.
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Executive Administrative/Recruitment


Jul 2009 – Mar 2011 
TRG – The Resource Group, Pakistan (Headquarters in the USA)

Regional Head Office, Finance & Trade Centre, Karachi

· Maintaining the pool of recruitment selected applicants and historic records

· Screening and testing of applicants; coordinating interviews and offers to selected candidates

· Coordinate and perform a range of operational and staff support activities for the unit; serve as a liaison with other departments and operating units in the resolution of day-to-day administrative and operational problems. 

· Provide administrative/secretarial support for the department/division such as coordinating communication, assisting visitors, and resolving and delegating a range of administrative problems and inquiries. 

· Responsible for tracking the Stock Report and updating it on daily basis. 

· Responsible for procurement and issuance of all Business cards, Employee cards, Performance Certificates etc., for employees. 

· Coordinating with finance for all invoices related to phone connection, conservancy, and stationary & travel etc and managing their inventory and reports. 

· Sort, review, screen and distribute incoming and outgoing mail; prepare, compose and ensure timely responses to a variety of routine written inquiries. 
· Attend different trainings on Leadership management and risk management.

Front Office Manager

Dec 2007 – Jun 2009
TRG – The Resource Group, Pakistan (Headquarters in the USA)

Regional Head Office, Finance & Trade Centre, Karachi

· Responsible for preparing reports, invoices, letters, memos, financial statements and spreadsheets by word processor, spreadsheet, database and software 

· Handled the tasks of reservations for travel including booking hotel and transport, visas, domestic and international travel ticket reservations etc. 

· Performs facilities management and general office duties i.e.; ordering supplies and maintains the records of management systems 

· Responsible for providing administrative and secretarial support for CEO/Country Head such as assisting visitors and answering telephone calls 

· Served as a liaison in operational issues and resolution of day-to-day administrative tasks
SKILLS & STRENGTHS

Computing abilities
· Proficient in Microsoft Windows, The Internet, Microsoft Office Suite, Adobe Acrobat, Basic graphic editing programs and more.
· Excellent ability to gather and analyze statistical data and generate reports. Detail-oriented and possess ability to handle multi-task effectively 

· Familiar with office machines such as scanners, copy machines, fax machines, and multi-line phones
Languages & Various
· Possess excellent communication skills in English and Urdu.

· Remarkable ability to communicate effectively, both orally and in writing. 

· Ability to read and interpret complex oral and written instructions 
Other Capacities and Achievements
· Strong ability to lead and train employees. 

· Possess excellent management and organization skills 

· Patience and the ability to multi-task and perform tasks accurately 

· Profound database management, record maintenance and problem solving dexterity. 

· Excellent time management abilities to track and schedule appointments and maintain calendars. 

· Strong editorial abilities.

EDUCATION
Bachelors in Business Commerce





Graduated 2013
HSC Intermediate (Commerce)





Graduated 2010
SSC Matriculation (Science)                                                                      Graduated 2005
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