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To work in a dynamic organization where I can use and elevate my professional skills and abilities and utilize them for achieving goals and targets for the organization and myself.
A consistent performer and a self-motivated person who can prove to be a good team player with strong analytical & problem solving skills. Believes in taking initiatives and strive to apply knowledge to fullest of abilities.

Incharge Student’s Affairs:

Serving in The Superior College Lahore as Incharge student’s Affairs from January 2011 to till date.

                                My responsibilities is

· Facilitate the students in all matters and problems regarding assignments, projects, papers and other related activities.

· To ensure the provision of a high quality environment to meet the needs of the students of all the departments in the University.

· To listen problems of the students related to academics and ensure that all the students receive quick and timely response of their queries and are facilitated indiscriminately.  

· To work closely with all the faculty members about the assignments, projects or viva of the students and confirm the final dates from concerned faculty member.

· To keep in touch with the students for the solutions of their problems and to issue the internship, company visit letters.

· Responsible for the making the policies of student related problems and to display notice of policies and procedures relevant to the students.

· Receive payment requests of visiting faculty members, make data base of the requests of concerned department of the university.

· To ensure the proper delivery of cheques to the concerned program manager of visiting faculty members in both morning and evening classes.

Program Coordinator:

Serving in The Superior College Lahore as Program Coordinator from August 2008 to December 2010,

                           My responsibilities is,
· Ensure times, dates and locations and communicate to the faculty or others relevant.

· Respond to all inquiries made by students and faculty members.

· Ensure the availability of Modules, Study packs, Time Tables, Orientation materials for the classes.

· Ensure the attendance files are properly filled by each resource person on daily basis.

· Update the online records of attendance at end of every working day.   

· To play a liaison role between resource person and examination department for smooth delivery of term exams. 

· Prepare and display absentee fine list and send a copy to the accounts and examination departments before one of the exams.

University of Sargodha. (2012-14)

(B.A)Bachelors in Arts  
Percentage= 60% (Grade-A) 

Board of Technical Education Lahore. (2002-2004)
(D.COM) Diploma In Commerce
Percentage= 60% (Grade-A)

Specialization------Commerce 

Board of Intermediate & Secondary Education Lahore. (2000-2002)

Matric

Percentage= 60% (Grade-A)

Specialization------Science 

Date of Birth:            December 14, 1986



