
FARID
Career Objective

I am a consistent, hard working, highly motivated person. I enjoy working with the public. I feel that I am a friendly, outgoing and dependable person. I feel it is crucial to demonstrate the importance of my job duties and expectations. I am looking to improve my position in the work force, expand my knowledge and skills. I am also looking to establish long term employment in a friendly environment.

Academic Credentials

M. Com
Sindh University Jamshoro, Hyderabad

2009
B. Com
Sindh University Jamshoro, Hyderabad

2007
HSC

Govt. Premiere College, Karachi


2001
SSC

S.M.S Aga Khan, School, Karimabad, Karachi
1999
Work Experience

Radiology Coordinator,

Department of Radiology at Universal Hospital, Abu Dhabi, UAE from 3rd April 16 till to date.
Major Responsibilities:
· Provides radiology services by directing and coordinating the services of radiology and diagnostic imaging procedures; overseeing staff in operation of imaging equipment, such as X-ray machines, Fluoroscopes, Computerized Tomography (CT), Magnetic Resonance Imaging (MRI) and Ultrasound equipment. 

· Accomplishes radiology human resource objectives by selecting, orienting, training, assigning, scheduling, counselling, and disciplining employees; communicating job expectations; planning, monitoring, appraising job contributions; recommending compensation actions; adhering to policies and procedures. 

· Meets radiology operational standards by contributing information to strategic plans and reviews; implementing production, productivity, quality, and patient-service standards; resolving problems; identifying system improvements.

· Supports patient care by resolving radiology issues with physicians, radiologists, radiology technologists, and ancillary staff; improving and maintaining quality assurance program for department functions.

· Serves and protects the hospital community by ensuring adherence to professional standards, hospital policies and procedures.

· Preparing Doctors and Staffs duty schedule on weekly and monthly basis.
Senior Assistant,
Department of Radiology at the Aga Khan University Hospital from 18th March’ 09 to 31st August’ 15
Major Responsibilities:

· Providing administrative support in processing and managing extramural grants checklist.

· Organizing and maintaining regulatory files of all research projects of the department.

· Keeping record and prepare annual report of Research related activities of the department.

· Preparing posters for different events as and when required.

· Planning, organizing and executing all events of the department.

· Worked as an organizer in the Radiological Society of Pakistan international / national conferences since 2010.

· Assist in event management both nationally and internationally for workshops, seminars, meetings and conferences.

· Schedule meetings and organize events as and when required.

· Liaise with RSP, CPSP etc. for coordination of activities and arranging meetings, record messages and timely communicate to chairman.

· Coordinate with CPSP for matters related to faculty and residents licensures as a when required.

· Maintaining records for the chairman’s office as and when required.

· Liaison with Finance, HRD, PnB, etc. for Faculty and Staff related matters as and when required.

· Keeping record of filled documents / faxes / letters in an effective way to enable tracking of the same, whenever required.

· Maintaining all records and files in a manner that the required document is easily identified and retrievable.

· Preparing faculty dossiers and similar documents when requested as and when required.

· Maintaining confidentiality.

· Compilation of the Faculty evaluations as and when required.

· Credentialing/Re-credentialing of Medical Staff Members.

· Working on faculty 360o Evaluation as an when required

· Arranging reservations of flight booking, hotels and faculty funds etc. as and when required.

· Maintaining departmental files of the OJTs; record keeping of their trainings.

· Maintaining daily attendance / leave record and informing the coordinator in case of absence of trainees.

· Development of semester wise schedules.

· Assist examination and compilation of results followed by printing of semester transcripts.

· Assist at the time of recruitment of new batch.

· Troubleshooting issues related to the trainees.

· Any other related task assigned by the supervisor.

Human Resource Officer, (Evening Shift from 6:00 p.m. till 12:00 a.m.)
Mamji Hospital from 4th January’ 10 to 31st March’ 14

Major Responsibilities:
· Ensure the maintenance of employment operations including recruitment, job descriptions, remuneration, selection processes, induction processes and exit interviews.

· Provide information and assistance to staff and supervisors on human resource and work related issues.

· Dealing with complaints and discipline procedures.
· Provide support to supervisors and staff to develop the skills and capabilities of staff.

· Monitor staff performance and attendance activities.

· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures.
· Maintain an up to date and accurate staff records and filing system.
· Administers benefits programs such as insurance, vacation, sick leave and leave of absence.
· Perform other related duties as required.
Personal Assistant to Deputy General Manager Operations,

Saima Packaging (Pvt.) Ltd. from 7th July’ 08 to 3rd January’ 09
Major Responsibilities:
· Organizing correspondence including emails, faxes, quotations, incoming and outgoing letters etc.
· Keeping close liaison within department and other departments to acquire required information on daily basis.
· Preparing reminders, updates, follow up etc., on daily basis and provide a written summery to DGM Operations personally and through email for record purpose.

· Arranging meetings with / visits of customers / clients.

· Making reservations of flight booking, hotels etc.

· Organizing and maintaining filing system.

· Arranging reimbursement of expenses incurred on account of company’s affairs.

· Arranging interviews in consultation with HR department in available time slot.
Executive Secretary,

Oyster Technologies (Pvt.) Ltd. from 6th February' 07 to 6th July’ 08
Major Responsibilities:
· Organizing all written correspondence (Letter, E-mails, Faxes etc.)

· Organizing all routine scheduling. (Reservations, Appointments, Meetings, etc.)

· Preparing Daily Reports, Reminders, Up-dates and Follow-up etc.

· Organizing & Accurately Maintaining Filing System.

· Maintenance of Directors office, its daily cleanliness, proper arrangement of files and other materials.

· Keeping Records of Machineries and proper caring of it (Telex Machine, Fax Machine, Photocopy Machine, Scanner, Printer, Personal Computer etc.)

· Effective Time & Phone Management.

· Documentation. (Letter Writing etc.)

· E-mailing (Sending, Receiving)  

· Scanning Documents.

· Receiving & Sending Faxes.

· All types of Computer Works. 

· Any other task assigned by superior.

Executive Secretary,

Synergy Corporation from 21st February’ 05 to 31st January' 07
Major Responsibilities:
· Software Installation.

· Hardware Trouble Shooting.

· Scanning Documents.

· Documentation. (Letter writing etc.).

· E-mailing (Sending, Receiving).

· Telephone Operating.
· Data Entries of Project Plans.

· Coordinate with the computer consultant, for all software related matters, and ensure Smooth running of computer system.

· Deal with external suppliers for all computer related matters for accessories and computer.

· Maintain a computer related library for all software, drivers, booklets, and list of computer system what we have, with necessary details of system update.

· Ensure proper and timely repair and maintenance of all computer system, including printers and other accessories.

· Maintain the periodic maintenance schedule of equipment for its reliable performance.

· Any other task assigned by superior.
Executive Secretary,

Crescent Boards Limited from 15th April’ 02 to 20th February’ 05
Major Responsibilities:
· Arrange Meeting making & typing minutes.

· Correspondence to Stakeholders.

· Working on Excel Spread sheets.

· Preparing presentations on Power Point.

· Announcing meeting and circulating the agenda.

· Attending phone calls of concerned and non-concerned staff.

· Photocopying the documents.

· Arrangement of logistics for meetings in absence of concerned staff.

· Scanning the documents of concerned and non-concerned staff.

· Operating Multimedia in the absence of concerned staff.

· Performing activities assigned by concerned & non-concerned staff.

· Preparing Office Expense and Salary Voucher.

· Using Internet & Email.

· Any other task assigned by superior.

Achievements
· Received 3rd Position Trophy in 13th Aga Khan University (AKU) Snooker Tournament in 2015.

· Received Runner-up Trophy in 12th Aga Khan University (AKU) Snooker Tournament in 2014.

· Participate in developing / preparing poster for international exhibition which received the Best Poster Award. Title of poster is “Are Clinical Audits Enough to Bring about Improvement in the Overall Healthcare Delivery?” EDEN Annual Conference, Oslo in June 2013.

· Received 3rd Position Trophy in 11th Aga Khan University (AKU) Snooker Tournament in 2013.

· Participate in developing / preparing poster for international exhibition which received the 1st position award in the category of "Quality Improvement Projects" Title of poster is “Reducing Image Retake for all Patients Undergoing General Radiographic Examinations Resulting in Lesser Radiation Exposure in A Tertiary Care Teaching Hospital in the Developing World” International Society for Quality in Healthcare (ISQua), for its annual conference in Geneva, in October 2012.

· Received Champions Trophy in 10th Aga Khan University (AKU) Snooker Tournament in 2012.

· Received Emerging Player AWARD in 9th Aga Khan University (AKU) Snooker Tournament in 2011.

· Participate in developing / preparing poster for Radiological Society of Pakistan Conference which received the 1st position award. Title of poster was “The Endovascular Management of Visceral Artery Aneurysms: A 5 Year Experience at a Tertiary Care Centre” in October 2010.

· Participate in developing / preparing poster for Imaging Technologist’s Seminar held at 26th Annual Conference of Radiological Society of Pakistan which received the 1st position award. Title of poster was “Needle Stick Injury, Control and Prevention in Radiology” in October 2010.
· Participate in developing / preparing poster for Imaging Technologist’s Seminar held at 26th Annual Conference of Radiological Society of Pakistan which received the 2nd position award. Title of poster was “Evaluation of Proper Documentation of Informed Consent in Radiology Department” in October 2010.

· Participate in developing / preparing paper presentation for 47th Annual Medical Symposium (J.P.M.C. – N.I.C.V.D. – N.I.C.H.) which received the Gold Medal. Title of paper presentation was “Awareness of Radiation Protection in Clinical and Non-Clinical Staff” in February 2010.

I.T Skills
Operating System

:
Microsoft Windows 95, 98, 2000, XP & Windows 7 



Professional.
Office Software’s

:
Microsoft Word, Microsoft Excel, Microsoft Power Point, 



Microsoft Outlook.
Internet

:
Receiving & Sending E-Mails, Downloading, Browsing etc.
Web Page Development
:
Internet Explorer, Google Chrome, Mozilla Fire Fox etc.
Technical Skills

:
Software Installation.
Short Courses

· Attended 2 hours session on “Creating a culture of Service Excellence” held on April 17, 2010 at The Aga Khan University Hospital.

· Completed 74 hours Secretarial Training at Career Development Society in 2009.

· Completed 24 hours English Language Course in Advance plus Level from November 2001 to December 2001 at AISWO.
Skills & Ability
· Highly organized and dedicated, with a positive attitude.

· Able to handle multiple assignments under high pressure and consistently meet tight deadline.

· Thrive on working in a challenging environment.

Future Plan
· Planning to work in a dynamic environment where I can groom and develop myself according to my skills and ability.

Interest
· Playing Cricket
· Playing Snooker / Billiard
· Listening Music
· Hanging out with friends
Personal Dossier
Date of Birth

:
18-January-1981

Marital Status
:
Married

Children

:
Son
Nationality

:
Pakistani

Religion

:
Islam

Language Skills
Writing

:
English, Urdu
Speaking

:
English, Urdu
Reading

:
English, Urdu
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