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Fahad 
Fahad.349675@2freemail.com 
OBJECTIVE

A seasoned professional with excellent managerial skills seeks a challenging job opportunity where I can prove my extensive leadership, project management skills and develop a strong customer base with the robust ability. 
PROFESSIONAL SKILLS

· Experience in preparing, reviewing data entries and other office documents.

· Advanced Computer skills Including a heightened proficiency with Microsoft Office (Word, Excel & Power Point etc)
· Proficiency in MS Excel.

· Strong Analytical Skills.
· Excellent Office Administration Experience. 

· Exceptional Communication & Interpersonal Skills. 

· Performs well under pressure both independently & as a team player. 

· Results-oriented individual who approaches problem-solving in both a creative & Analytical Manner.
· Scheduling of Tasks and performing them as per schedule.
· Schedule the papers date and timing at university level.
· Allocation of seating plan according to paper schedule.
SKILLS & Qualities
· Work independently and exceeds expectations E

· Excellent Team Player
· Work in under pressure 

· Task oriented and complete tasks before time well.

· Accept challenging jobs/tasks and perform them well in time

· Strong planner and problem solver who readily adapt to change
· Ability to juggle multiple priorities

· Versatile Office Management Skills

IT SKILLS

· Operating knowledge of Windows XP / 7 / 8, 8.1, 10 in network environment.
· Proficiency in MS Office-2000, 2003, XP, 2007, 2010, 2013, 2016, 365
· Good command on internet (email Browsing etc)
· Good command on all kinds of Computer hardware problems and know h1ow to solve the hardware problems and also having knowledge of all sort of software installation (Windows, Programs, Drivers etc)

ACADEMIC QUALIFICATION

COMSATS Institute of Information Technology, Wah Cantt, Pakistan.
· MS (General Management)





2015

Program Highlights:


· Advanced Topics in Performance Mgt.

· Management, Organizational, Policies & Practices

· Advanced Topics in Change Mgt.
· Emerging Issues in Leadership & Mgt.


· Quantitative Techniques
· Advances in Human Resources Mgt. & Development 

· MBA (Finance)







2013

COMSATS Institute of Information Technology, Wah Cantt, Pakistan.
TOTAL EXPERIENCE
· I have been working in administration field since 10 years. 

PROFESSIONAL EXPERIENCE

· Junior Asstt. Controller of Examinations, University of Wah, Wah Cantt, Pakistan.
From 1st July 2008 to 28-02-2017 
Key Achievements:
· Result Entries & Tabulation on MS Excel
· Generate reports and summaries of data
· Handle large volume of data in Hard & Soft Form
· Proficiency in MS Office 

· Update the data on daily basis according to relevant documents
· Filing of documents results, notifications & other internal & external mails.
· Preparing schedule for paper as per Academic Calendar

· Correspondence with faculty and students regarding exam issues

·  Issuance of degrees, transcripts and other exam related certificates to students.

· Correspondence within university with other departments as well as outside university.

· Duties assign from time to time by the University Management.
· Quality Assurance Assistant, Brookes Pharmaceutical Laboratories (Pak) Ltd, Karachi, Pakistan. From April 2006 to Dec 2007 (www.brookespharma.com)
Key Achievements:
· Preparation of computerized documentation for Registration of newly manufactured Medicines by Brookes Pharmaceutical Labs with Ministry of Health, Pakistan.
· Managing the registration files of products / medicines from time to time.
· Assessed, verified and organized registration documents.
· Time to time update the office record regarding medicine renewal of registration.
LANGUAGE SKILLS

· Proficient in Written & Spoken of English / Urdu. 

REFERENCES

Will be provided on demand
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