USMAN 

EDUCATION


University of Cumbria
Sep 2011 – Jun 2012

Post Graduate Certificate in Education

The College of Law
Sep 2009 – Jun 2010
Legal Practice Course

Electives: Immigration Law & Welfare Benefits, Employment Law, Family Law
University of Westminster
Sep 2006 – Jun 2009
LLB (Hons) Law (2:1)


Newham College of Further Education
Sep 2004 – Jun 2006 

A - Levels: Law (B), English (C), Sociology (D)

Forest Gate Community School

Sep 1998 – Jun 2003

GCSEs (9 A-C’s): English (BB), Science (BB), Mathematics (C)

WORK EXPERIENCE

London (Head Office) 
Feb 2015 – Present 
HR Business Support Compliance, Business Analyst - Immigration 
· To ensure compliance with the UK bank’s immigration policies and legislative requirements. 
· Act as the first point of contact in the UK for advice on UK immigration issues in relation to new hires, renewals and business visitors.
· Writing revised policies and procedures, mapping as-is and to-be, examining different service models and liaising with businesses to ensure consistency and compliance.
· Oversight and tracking of Visa expiry dates.

· Undertaking auditing/monitoring of processes and general process compliance (updating of Home Office systems).

· Development of controlled service model to ensure that the immigration function evolves appropriately, and is managed throughout the HR function, globally.

· Lead on revised deployment and education of immigration processes and procedures.
Home Office (UK Border Force), London Heathrow Airport 
Nov 2012 – Feb 2015
Immigration Officer
· Dealing with a variety of visa types including visit, Tier 2 work visas, student visas, residence permits and the Points Based System.
· Advising travellers of necessary visa requirements and entry clearance for different purposes.
· Examining documents to identify counterfeits and forgeries and interviewing travellers to establish their eligibility for entry to the UK and where applicable refusing entry.
· Facilitating in asylum claims and other Human Rights related issues.  
· Making expeditious arrangements for the removal of those who have entered or attempted to enter the UK in breach of the immigration rules and explaining any appeal rights. 
· Conducting a range of complex casework, problem solving and dealing with associated queries.  
· Communicating with stakeholders, including intelligence units, the police and benefits agencies.

Victim Support, London
Jun 2007 – Sep 2009

Victim Support Volunteer
· Received referrals and made prompt contact with people who had been victims of crime. 

· Provided victims with information to assist them to come to terms with the practical, social and emotional impact of the crime which strengthened my communication skills. 

· Listened to clients concerns and needs which enhanced my listening skills. 

· Coordinated with other agencies to ensure client’s needs were met by using my initiative to make important referrals when necessary such as contacting charities like Beat Bullying and NSPCC. 


Essex Solicitors, Ilford
Jan 2008 – Dec 2008

Legal Assistant     
· Drafted letters to clients under supervision and received excellent feedback from the Partner. 

· Shadowed a solicitor and gained an insight into how to manage a caseload. I observed interviews which developed my understanding on how to conduct interviews and meet client’s needs. 

· Drafted various immigration and conveyancing related forms and letters, proof read many documents such as contracts and letters to client’s which sharpened my attention to detail. 

· General administrative duties and reception which improved my organisational and administrative ability and refined my professional telephone manner. 


Boots, London
Dec 2007 – Dec 2012

Sales Consultant

Forest Gate Community School, London
Jan 2008 – Mar 2008

Student Associate
SKILLS



ICT: Working knowledge of MS Office including MS Word, Excel, PowerPoint, Outlook and Lotus Notes.

Proficient in the use of the internet and legal databases for research such as West Law and Lexis.

Driving Licence: Full clean UK driving licence.


Languages: Fluent in Urdu.

RESPONSIBILITIES / ACTIVITIES / INTERESTS
Elected Course Representative: Elected Course Representative at the University of Westminster. Duties included identifying student issues and needs, voicing the views of students at Course Committees, liaising with other student representatives and the Students’ Union and reporting back to students. 
Societies/Clubs: I was the captain of my local football team. Duties involved organising the players and discussing effective strategies to defeat different teams. Law society. 
Sport: Regularly play in five-a-side football tournaments. I am a keen football and cricket spectator and actively participate in badminton, cricket, snooker and golf.
References available upon request. 
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