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ZERFISHAN                                   
Zerfishan.341802@2freemail.com
CAREER OBJECTIVE:
    Seeking a challenging position in the field of  Career Counseling & Teacher position/Administration in a dynamic and growing concern, where acquired experience of 6 years can be utilize  for achieving mutual objectives.
PROFILE SUMMARY:
· Current Position:                             Admin Coordinator

· Company:                                          The Thought Factory TTF, Etisalat channel partner Dubai, UAE
· Experience:                                       6 Years 
· Education                                     Holding  MPhil degree (Specialization in Social Science and 
                                                              Humanities) from University of Warsaw Poland 
Professional Edu:                           (B.Ed.) Bachelor of Education Distance Learning from Allama Iqbal    
                                                               Open University PAKISTAN
PROFESSIONAL EXPERIENCE:
· Etisalat Telecommunications Company Dubai                                    (1 August, 2015 – Present)
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              (The Thought Factory (TTF) Etisalat channel partner)                                                                                         
ADMIN COORDINATOR     
               Job Responsibilities:
Responsible for providing an efficient and professional administrative service to colleagues, managers and supervisors to facilitate the efficient operation of the office.
Duties:

· Responsible for the day-to-day tasks and administrative duties of the office.
· Managing and support Sales agent’s queries, applications (Postpaid Packages /elife/ e2e / Bit stream/ MNP).

· Data processing, Document Validation & MIS Report generation.
· Administrative assistant works with sales department management to provide office support to field responsibilities.

· Record keeping responsibilities including sales entry with spreadsheet and expense reports, electronic data bases for prospective customers. 

· Maintaining a tracking facility to enable documents to be updated easily.
· Ensure Source document’s CTQ.
· Managing partner’s submissions through CBCM portal (Etisalat).
· Handling corporate business cases through CBCM portal (Etisalat).
· Activating CBCM portal for all manual Etisalat submissions.
· Obtain further information for incomplete documents.
· Enter data from source documents into prescribed computer database, files and forms.
· Etisalat Telecommunications Company Dubai  
                (9 September, 2014 –30 May-2015)
              The Marketing Quotient LLC
          ADMIN ASSISTANT/DOCUMENTS PROCESSOR                                            (Location : Deira)
             Job Responsibilities:
               Responsible for prepare, compile and sort documents for data entry

              Duties:

· Customer engagement & Managing customer queries.

· Ensured an applicant’s compliance and eligibility to submission.
· Managed CRM application. 

· Provided clerical and technical support for other department of a company as and when required.

· Provided administrative assistants, plan meetings and ensured that sales representatives in the field were in contact with office staff.

· Updated manager by consolidating, analyzing, and forwarding daily action summaries.

· Performed work by applying knowledge of admin support terminology and using spreadsheets and automated related software systems.

· Handling incoming / outgoing calls & correspondence 

· EUROPEAN UNION'S ERASMUS MUNDUS PROJECT - Warszawa, mazowieckie

        INTERNSHIP

     ADMIN COORDINATOR                                                                 (September 2013 to February 2014)         

       Job Responsibilities: 
· Handling troubleshooting problems of the students.
· Maintaining the records of all the students and helping students in using the software, E, g (USOS) Official on-line services
· Preparation of proposals, promote dialogue and understanding between people and cultures through mobility and academic cooperation
· Coordination and consulting of particularly the European Union gives opportunities to students, trainees, staff and volunteers to spend a period abroad to increase their skills and employability.
· SKANS SCHOOL OF ACCOUNTANCY, RAWALPINDI CAMPUS, PAKISTAN
      ADMISSION OFFICER/CAREER COUNSELING                                      (16 July 2010 to 29 June 2012) 
· Analyzed prospective student’s applications for eligibility

· Interviewed students to understand their individualized goals and backgrounds

· Provided assistance with recruitment activities and admission assisted students with completing enrollment documents

· Arranged orientation programs and educational workshops
· To support the Head Invigilators with the day-to-day operation of examination venues.

· writing an initial independent report and sending it to the Academic Support Office;

· Review examination papers

· Conduct of the standard-setting process and calculation of the resultant pass mark 

Conduct of the actual examination   
· DAR-E-ARQAM SCHOOL                                                                               (March 2008 to Jan 2010)     
     TEACHER    

    MAJOR SUBJECTS: 
        Social Studies & Humanities, History, Religious Education, Pak-Studies & Political Science 

        Job Responsibilities: 

·        Responsible for planning effective lessons and preparing resources which have clear teaching aims, objectives and learning outcomes
    Duties
· Taught Social Studies courses to students in Grades 5-8
· Taught History classes to a student of varying ages and learning abilities

· Organized activities that include computers, group interaction and hands on projects.

· Held classroom discussion sessions after each chapter to ensure comprehension.
· Developed creative classroom presentations to encourage student engagement.
· Professionally responded to inquiries from students’ parents and administrators.
· Advised co-curricular clubs and activities



· Planned & delivered well-structured lessons which engage & motivate students

· Organized and support a range of extra-curricular activities.

· Achieved and maintained high standards of care and education. 

· Planned prepared and reviewed the school curriculum with other staff.

ACADEMIC QUALIFICATIONS:
	Qualification
	Session
	Percentage
	Board / University
	Major Subjects

	M.phil
(As an Erasmus Mundus Scholarship Student from European Union)
	Sep 2012 - May 2014
	    70%
	University of Warsaw Poland
(Specialization in Social Science and Humanities)
	1: Minority Governments in the World

2: Political Decision Making
3: Social Studies, Sociology & World History

4: Democratization & Democracy Promotion

4: Critical Thinking in Political Analysis

	Master

International Relation

&Politics (P&IR)
	May 2009 - Jun 2011
	3.56/4.00

78%
	International Islamic University Islamabad

(IIUI)

	1: Islamic Studies/Religious Education
2: Communication & Media Studies
3.Theory of Politics & Political Movements
4. Art of Negotiation

	B.A (Arts)
Group-General
	Jun 2007 - Aug 2009
	55%
	Allama Iqbal Open University Islamabad
	1: Social Studies & Humanities,
2: Culture Anthropology

3: Education in Human Values

	Intermediate

F.SC
	2005
	50%
	Mirpur Board (A.K)
	Chemistry, Phy, Biology


PROFESSIONAL QUALIFICATION:
· B.ED. Bachelor of Education Distance Learning from Allama Iqbal Open University PAKISTAN
· Computer Certificate from Pakistan Development Foundation, Pakistan 
· English Language Certificate from NUML, Pakistan 
· Arabic Diploma from International Islamic University Pakistan
COMPUTER SKILLS:
· Strong Command on Microsoft Office, (MS Word, MS Excel, MS PowerPoint, MS Outlook’s Project)

· Different Microsoft Operating systems  

·  Basic Knowledge of Photoshop

 LANGUAGES:

· Urdu

· English

· Arabic (Basic knowledge, read & Write)

AREAS OF EXPERTISE

Administrative duties    

Time management

Coordinating

Planning and organizing Skills

        Negotiations Skills

Document Control

Data management

HOBBIES AND AREAS OF INTEREST:  
· Writing Research Papers and Reading Books 

· Travelling- Travelled to United Arab Emirates, Germany, France, Spain, Sweden, Finland and Torun-Krakow-Gdansk-Poland

PERSONAL INFORMATION:
Nationality                                   Pakistani

Religion                                          Islam

Marital Status                          Married

REFERENCES:    Will be provided up on request

