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Subject: -
Application for the post of any suitable job.
 
Respected Sir!
 
In pursuit of my fervent desire to work for your prestigious organization my resume is attached hereby. Sir, Furthermore it is stated that I am a B.Com doing MBA. My job experiences in different mode of Organizations lead me towards fulfilling the motives of this job. I would like to take your attention that I am keen to work for any position to enhance the corporate image of your worthy organization. I believe that my organizational skills and my consistent personality will enable me to contribute to your high standards. I am confident that I can provide many valuable contributions to your organization. 
 
I would appreciate the opportunity to further discuss my credentials with you during a personal interview.
 
Waiting for early and positive reply. 
 
   

            
	Objective

	 
	To work on challenging posts as a Registrar.

	 

	Experience

	1
2


	Recently working in PGJDC (Pakistan Gems and Jewellery Training and Manufacturing Centre Karachi) {A subsidiary of Ministry of Industries Government of Pakistan} www.pgjdc.org  as Registrar / Coordinator from November 15 2009 to till date.
Worked in IoBM Institute of Business Management formerly CBM (College of Business Management) {Top ranked University in Karachi} www.iobm.edu.pk as a Verification Officer / Admissions Officer from October 09 2006 to November 14, 2009. 

 
Employment duties: -
Directly reporting to Manager Admissions and Director Admissions. Oracle based complete computerized environment. Handling all Admissions/Registration/Financial Assistance activities, preparing and monitoring of Admissions/Registration/Financial Assistance, To administrate the student and public affairs. Arrangement and updating of events meetings ex. Registration, Admission, Financial Assistance, minutes of meetings, of programs/events and activities. Timely issuance and display of all types of notices related to Admission, daily employee attendance sheets, Student Attendance Sheet, update of database Oracle  including updating of submission, registration, application log sheet etc., resolves the issues and other matters of students, In addition to above responsibilities, perform the different tasks assigned by the superiors from time to time. Maintain Admission campaign, preparation of Admission Advertisement including launching and preparing of Admissions Aptitude Test Result at notice board/Website. 
	

	2
	Worked in BIZTEK UNIVERSITY (A-Category University by H.E.C Islamabad) www.biztek.edu.pk as Admissions Officer/Verification Officer from December 2004 to September 30 2006.

Employment duties: -
To administrate the student and public affairs. Timely issuance and display of all types of notices related to Admission, daily employee attendance sheets, Student Attendance Sheet, update of database AIS (Academic Information Systems) including updating of submission, registration, application log sheet etc., resolves the issues and other matters of students, In addition to above responsibilities, perform the different tasks assigned by the superiors from time to time. Maintain Admission campaign, launching of admission test result at notice board/Website. 

 
	 

	3
	Worked in A. K. Malik & Sons as a Computer Officer/Admin Officer for two years. 

 Employment duties: -

Quotations on Word/Excel, Payroll (on Excel), customer dealing, Sales tax matters/Income tax matters etc. 
	 

	4
5


	Worked in Sunbeam Engineers (Pvt.) Ltd. As a Computer Operator/Admin Officer from last three years. 

 Employment duties: -

Administrating business & public affairs, Quotations making & follow up,  Payroll (on Excel), Client dealing, Sales tax matters/Income tax matters Bank reconcile, making stock register, SESSI & EOBI record etc.   

Worked in Regal Resorts International As a Telemarketing supervisor for one year. 

Employment duties: -

Possess exceptional verbal and written communication skills, be organized with excellent attention to detail, have strong analytical skills, a results oriented attitude with no excuses, and possess the ability to work effectively in a fast-paced, demanding team environment. Ability to be proactive in recognizing growth potential within accounts and aggressively revise and recommend effective ways for the client to ensure successful long-term, profitable relationships and good solid business growth. Daily responsibilities including program development and implementation, training and instruction of field operations staff regarding program specifications and goals, and monitoring as well as analyzing production reports and program performance.
	 

	Education

	
	· Passed Matriculation from Karachi Board. 
· Passed I.Sc. (Pre-Engg.) from St. Patrick's Govt. College Karachi. 
· B.Com from Karachi University. 
· Doing MBA from KASBIT (2nd Semester).
	 

	Computer
· One-year diploma in computer from Promotive Computer Institute. (Excellent command over Excel, Word, Powerpoint, Outlook etc.
· Typing speed 50-55 WPM. 
· Internet: - fax, e-mail, browsing working on LAN. 
· Knowledge of computer Urdu Software Inpage. 
· Knowledge of Engineering Software AutoCAD. 
· Command over working with MS-Project.
· Command over working with SPSS software.
OTHER QUALIFICATION 

The National Cadet Corps     Trained of National Cadet Corps and Women Guards                                                   (Karachi) as a  company commander 

                                              Fire fighting course 1 week Training.

	PERSONAL INFORMATION
D.O.B.: -                     08th January 1980.
Place of Birth: -           Karachi.
Domicile: -                  Karachi.

	Languages

	 
	Urdu: -            Expert in spoken, written and listening.
English: -        Expert in spoken, written and listening.
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