RIZWANA 
Rizwana.368352@2freemail.com
Personal Statement & Objective
I am a competent and qualified Professional, having 07 years of experience of working with different Educational & Semi Government Organizations, operating in Pakistan. I have an experience to work as team leader with strong ability to motivate, control and direct team members to get the desired results within given timeframe. Seeking challenging position in well reputed organization which offers Promising Career, Motivational environment & better opportunity to become a part of your successful Organization.

Professional Qualifications/ Education

2006
Master’s in Business Administration (Finance)
      MOHI-UD-DIN Islamic University Islamabad Pakistan
2004
Bachelor of Computer Sciences 
MOHI-UD-DIN Islamic University Islamabad Pakistan
Professional Experience
Aug 15 to Sep 16
Manager (Computer Science & I.T. Department) and Lecturer
[image: image1.png]


Government Post Graduate College Samanabad, Faisalabad is well-known college, fastest rising dependable name in providing quality education. There are programs that offered for students by college are Pre-medical - Physics, Chemistry, Biology, Pre-engineering, Physics, Chemistry, Mathematics, General Science, Statistics, Mathematics, Economics and Computer Science (ICS). This college offers academic coaching up to postgraduate level in limited discipline. In order to prepare students for modern competitive academic environment, the college has commenced BS (FYDP) in 2010 which has been running effectively since its inception. I was appointed as Manager (Computer Science & IT Department) and Lecturer.

There I had performed the following functions.




Responsibilities
· To supervise the whole Department including faculty, students and lower staff.

· To control the timetable of faculty.
· To verify the salary and wages, overtime, leaves, attendance, applications & the final settlements of contract base faculty.   

· Resolve the problems of student’s affairs.
· Responsible to submit the periodical reports directly to the principal of college.
· As a Lecturer give lectures in Management Sciences including (HR, Financial Management) 
Specialties teach in subjects : 
Mathematics, Science, HR, Financial Management
Aug 06 to Feb 12
Executive Officer (Admin & HR Department)
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Faisalabad Industrial Estate Development & Management Company (FIEDMC) is one of the largest semi-governmental organization operating in Pakistan. They provide telecom, real estate, entertainment & much more. FIEDMC was formally registered under company’s ordinance 1984 with aim to provide economic development of Pakistan through the establishment of industrial estates, it serves as key Government entity in developing and diversifying economy of Pakistan through the creation of specialized industrial zones. FIEDMC has undertaken two projects of national importance:

A. Value Addition City (VAC)

B. M3-Industrial City (M3-IC)

I was promoted as Executive Officer (Admin & HR Department) from customer relation officer. There I had performed the following functions. 
Responsibilities

· Involve in HR functions (planning, recruiting, selection, training and performance Management)
· Manage the training sessions of whole staff from workshops and classes in other reputable institutions. 
· Developing HR planning strategies, which consider immediate and long-term staff requirements
· To facilitate the other departments for Coordinate office activities and operations to secure efficiency and compliance to company policies.
· Manage agendas/travel arrangements/appointments etc. for the upper management.
· Track stocks of office supplies and place orders when necessary
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Customer Relation Officer (CRM Department)
I was appointed as CRO. As CRO I was responsible for the below activities. There I had performed the following functions.





Responsibilities
· Assist & coordinate the Marketing & Sales Staff in order to resolve the quires raised by the customers.
· The preparation of the final settlement of the accounts of the customers in order to refund / charge the customers after the termination of the contracts.

· Resolve the complaints & Issues of the customers.
· To make follow up with the customers in order to get the payment from the customers.
· Preparation of the company report regarding the performance and negligence of departments.(Month wise)

· Determine and describe the continuous improvement tools to improve the performance of departments.
   INTERNSHIP     (Muslim Commercial Bank Limited)
I had done internship Program in Muslim Commercial Bank Limited for 2 Months 
(15-03-2006 To 14-5-2006) in the following departments. 
· Account Opening
· Remittances
· Credits
· General Banking
Other Professional Skills

1) Course:
Customer Relationship Management   Pakistan Institute of Management, Lahore
2) Diploma:
English Language Course          National University of Modern Languages, Islamabad
3) Workshop:
 Breaking through the Glass Ceiling     Employer’s Federation of Pakistan
Computer skills
Proficient in MS Office.
Personal Details

Father’s Name


Muhammad
Date of Birth     
 

March 28, 1980
Marital Status     

Married

Nationality 


Pakistani

