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Mr. Altaf 
Email: altaf.375193@2freemail.com 

Career Objective: 
Highly experienced and motivated administration specialist with extensive experience working in a tertiary education setting. Looking for a stimulating role where I can apply my enthusiasm, professionalism and thorough approach to support an academic team.  Using the knowledge acquired academically coupled with interest and hard work, to the entire satisfaction of my employer. 
· Award :
Dr. S. Radhakrishnan Outstanding Administrative Award

For Outstanding Individual Achievement and Distinguished Services in the field of Administration On the occasion of 10th International Conference 6th September, ‘2017 at KIIT International School, Bhubaneswar ( ODISHA), INDIA.
· Employment History:
I
Administrative In charge/Exe. Secretary in Educational Institution Modern
International School, C.B.S.E. Affiliaction No. 5730016

Al-Ahsa, Kingdom of Saudi Arabia

(18th Feb. 2004 to 31st July, ‘2017.)
· DUTIES , RESPONSIBILITIES &  OTHER  EVENTS

1) TO LOOK AFTER  ALL TYPE OF ADMINISTRATIVE WORKS

a.
Responsible for the School Complete Portfolio for Student Section
2) STUDENTS SECTION ACTIVITIES:

Concerned with school Admission procedures of CBSE Board, New Delhi

· Maintain data entry of students and regular updates like phone, address and yearly changes like promotion to the next class.

· Custodian of  documents of Students

· To maintain Registrations, Admissions & Withdrawal record of students.
· To issue various certificates to Students.
· To issue of I-Card, Sports Card etc. to Students

· To update students record for correspondence with Students

· To maintain the Personal Files of Students regarding Discipline  

· Communicate with students through SMS, Classwise Whatsapp group, Email.
· Shifted all student’s to the next Class at the time of New Academic Year.
· Answering to the parents through Phones, by Emails, Whatsapp.
· Helping to Examination for preparing Seating arrangement, time-table, Report- cards.
· Concern with the Ministry of Education with the help of management.
3) TO MONITOR ACCOUNTS SECTION ACTIVITIES:
· Monitor collection of student fees and other revenue and perform frequent follow-up on fee defaulters.
· To monitor monthly Fees Reconciliation. Remitting collection to bank and preparing daily fee collection statements & report to Managing Director.
· Prepare monthly Pay Roll of all Teaching & Non-Teaching Staff with all deduction against leave, loan, advance etc.
· To enter all students information in NOOR Program for Ministry of Education.
· Prepare annual Budget for the administration dept. in coordination with all admin supervisors and academic teams and submit for approval well in advance
· To monitor Staff Salary Accounts for the government.
4) HR RESPONSIBILITIES & ESTABLISHMENT SECTION ACTIVITIES:
· To keep the all record and files of Staff with confidential.

· To monitor the existing & new proposal for approvals.
· To assist the HR department with documentation, file work, and appoint new staff.
· To published the Advertisements for recruitment of Staff

· To organize the Interview for recruitment of Staff

· Maintaining School policies and procedures
· To arrange the Staff Joining according to their duties.
· To monitor Faculty Attendance Musters

· To monitor Technical & Supporting Staff Attendance Muster

· To monitor staffs Leave Records

· To monitor the Personal Files of Staff regarding their testimonial 

5) TO MONITOR MAINTENANCE WORK TIME TO TIME.

· To maintain records of all fixed assets in the school. Assets include all office furniture, lab, classroom, computer lab furniture. 
· To look after the Maintenance of School building.

· To look after the Maintenance of school equipment.

· To look after the Maintenance of CCTV.

I. Secretary/Asst. Admin officer.
Pad. Dr. D. Y. Patil College of Ayurved & Research Centre, Pune

(13th Dec. 2000 to 14th Feb. 2004)
· Responsible for Admissions & Withdrawal. 
· Responsible about Administration of Ayurved College & concern University .
· Responsible for Admissions of Engineering Institution .
· Responsible for day to day academic activities (Admission, Dealing with Parents, Teachers & office staff, attending telephone calls, responding to emails)

· Responsible for Important Correspondence (Admission Procedures & Notification to parents, Higher Authorities: Administrative & Ministry of Education Department and  Concern University’s)

· Payroll and Account’s (Pay Roll of all Teaching & Non-Teaching Staff, Collecting Fees, Monthly Fees Reconciliation)

· Educational Qualification 
· M.A. (Master of Arts) – Mahatma Gandhi University, Meghalaya India, 2014
· M.B.A (Master of Business Administration) K.S.B.M. Mumbai, India, 2011  
· B.A (Bachelor of Arts) L.B.S. Collage, Shivaji University, India, 1998
· H.S.C. from Maharashtra State Board in March,1995.
· S.S.C. from Maharashtra State Board in March  1993
· Computer Skills  
· Microsoft Office 2010

· English Typing 50 WPM, Hindi Typing 30 WPM

· Desk Top Publishing, Office Automation

· Diploma Financial Account

· Networking, Minor Hardware Problem Solving

· Software Installation, Internet Browsing, Downloading Software

· Windows 95- 2000, XP, 7, ME, Printer Sharing, Data Sharing, File Sharing 

· Language Skills & Interest

· English, Hindi, Marathi (Spoken & Written), Arabic & Urdu (Spoken & Written )

· Internet Searching, Driving, Gardening, Accepting the challenging tasks. 
· Reading Holy Book, Chess & Cricket
· Professional Skills Profile

· Willing to take new challenges
· Willing to share new ideas
· Commitment to team work

· Ability to work under pressure.

· Ability to communicate clearly with seniors and colleagues

· Personal Details 

· Date of Birth - 14/02/1977  
· Nationality - Indian 
· Marital Status- Married 

· Wife - ( B.Sc., B.Ed. ( Mathematics Teacher/Headmistress ) + 2 Kids
· Driving License- 4 Wheeler ( Saudi Arabia &  India)
Declaration

I hereby declare that the information given in this application are true, complete & correct to the best of my knowledge & belief. In the event of any information being found false or incorrect or ineligibility, being detected before or after, my candidature will stand cancelled and my entire claim for the recruitment will stand  forfeited.  

Date :   ____/____/201___






Place : SATARA,






Signature 

  
  (Mr. Altaf)
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