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Academic Qualification 
. Masters in Business Administration, (MBA- Human Resource Management) Hamdard University, 2012 

. Masters in Economics, (M.A Eco), University of Karachi, 2008 

. Bachelors in Commerce, (B.Com), Govt. College of Commerce & Economics, 2005 

. Intermediate, H.S.C, Govt. National College, 2003 

. Matriculation, S.S.C, School of Excellence, 2001 

Work Experience 
Junior Manager, Administration
Oxford University Press, Pakistan

May 2014 – February 2015

· Carrying out the entire administration task and looking after warehouse/store inventory and their conformity as and when required across Pakistan.

· Arranging workshops/health seminars for employees regarding Health & Safety.

Accountant

Visual World

June 2014 – December 2014 (Freelance)

January 2015 – June 30, 2015 (On Payroll) 

Administrative Officer, UNICEF Project

Aga Khan University-Institute for Educational Development

November 2013 – May 2014

· Carrying out all the administration tasks of the project and strongly monitor project budget and financial expenditures and their conformity as per the work plan.

· Provide administrative support for the succesfull implementation of Knowledge Generation on Social Cohesion and Resilience (KGSCR) project;

· Assisting project team in preparing documents and reports as well as activities related to finance.

· Providing logistic support for the arrangements of meetings, activities, conferences and liasioning with project counterparts on day-to-day implementation of project activities.
Assistant Manager, Administration and Human Resource 

Aga Khan Social Welfare Board for Pakistan 

January 2012 – November 2013

Provide support in the administration and HR related matters by working closely with the Chairman / Hon. Secretary and the Board Members. 

Administration: 
· Coordinate and plan procurement of office equipment, stationary furniture and fixture,  general supplies at the most economic costs, consistent with acceptable standards of quality. 

· Coordinate and manage meetings including the Board meeting arrangements and seminars. 

· Facilitate the Board Members and staff in travel both within and outside the city in terms of arranging transportation, hotel reservations. 

· Responsible for management of Board’s properties which includes; vehicle and office space as per the Board’s policies. 

· Supervise overall admin related activities, including managing drivers, sweepers and any other admin staff reporting to him/ her directly. 

· Supervise and manage all the incoming and outgoing office communication as well as maintain appropriate office filing system for all the offices. 

Human Resource: 

· Coordinated staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure was used to hire staff. 

· Coordinated scheduling of test / interviews and prepared documentation and interview files for the interview panels. 

· Monitored staff performance and attendance activities. 

· Developed job descriptions and managed necessary process of recruitment. 

· Prepared and maintained HR files for existing as well as new employees. 

· Introduced, assisted and supervised the staff performance analysis mechanism to set individual performance targets and evaluate their achievement. 

Administrative Assistant – STEP Project 

Aga Khan University-Institute for Educational Development, Karachi, Pakistan 

November 2008 – December 2011 

· Worked closely with the Program Officer to support the Coordinator in maintaining updated records of the project activities. 

· Organized and maintained files, academic papers and reports accordingly for prompt retrieval; 

· Provided logistic arrangements for meetings e.g. venue etc. as required; 

· Coordinated with different units/sections for timely service especially for the travel and accommodation arrangements. 

· Worked collaboratively with the project teams for secretarial assistance when required. 

· Verification of related bills/invoices/payables etc before submission to the Finance department. 

· Assisted in the data management of the CPs etc. and submitted periodic reports

· Assisted in organizing project events in coordination with the event management team. 

· Frequently visited the districts in which AKU-IED was working under the project when required. 

Educational Transcriptionist – Research and Policy Studies 

Aga Khan University-Institute for Educational Development, Karachi Pakistan 

October 2006 – November 2008 

· Transcribed interviews both in Urdu and English language. 

· Maintained the transcribe record in liaison with Research unit. 

· Rechecked the transcription work for interchanging the cassettes. 

Office Assistant – Patents and Copyright Department 

Bharucha & Co, Karachi Pakistan 

July 2006- October 2006 

· Routine office work in coordination with the supervisors. 

· Organized and maintained files, reports accordingly for their renewal and prompt retrieval. 

Personal Information 

· Marital status: Married

· Visa Status: Visit Visa

· Birth: May 15, 1986 

· Nationality: Pakistani 

· Languages: English & Urdu 

· Willing to Relocate
