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	objective

	
	To enhance professional exposure and growth in a reputed organization with the purpose of diversifying and developing my experience and skills.

	Experience

	
	October 2007 – Till date  EUROPEAN EDUCTAION CENTRE
Admission Officer / Student Counselor

· Interfacing with Students and registering them for EEC.

· Issuing the Students Roll numbers, ID cards, Registration letters and academic calendar.

· Filling Students initial documents at the time of Registration.

· Always keep the correspondent letters in each Student files.

· Counseling to the Students and Walk-in inquiry for admission as per needed.

· Filling the documents of all New/Transfer Students and keeping the records of each Student in their indiviual files etc.

· Monthly Plan: it is the task of ensuring that the Institution is achieving its Targets, Profits and other goals.

· Suggestion should be taken from the faculty and Students in order to improve the quality of education. 

· Analysis Marketing Opportunities, Developing Marketing Strategies, Planning Marketing Programs.

· Telephone, fax machine operator.

· Make maximum follow-up calls for registering the prospective students.

· Filing supporting paper in each students files.

· Manage all appointments for the Institute.

· Provides necessary syllabus, outlines and classes schedule.

· Recording daily and weekly inquiries in the Register for the Students.

· Ability to communicate with students and parents efficiently.

· Arranging Camp tours for Students.

· Directly reporting to the Chairman for all above mentioned points.

	Education

	
	2009 – 2010         Cyprus Institute Of Marketing , Nicosia, Cyprus
                               Masters in Human Resource Management

	
	2007 – 2009         Cyprus Institute Of Marketing , Nicosia, Cyprus
                               Bachelors in Human Resource Management                



	
	2004                Arab Unity School Pvt.                                       Dubai

                     A’ levels (Subjects: Accounting)


	
	2003             Arab Unity School Pvt.                                          Dubai

                     O’ Levels


	Personal

	
	Date of Birth

   29th September 1985
Nationality

   Pakistani 

Marital Status

   Single

Visa Status

   Residence Visa ( Fathers sponsorship )
Driving License 
                Valid UAE Driving License
Place Of Birth                    Abu Dhabi
Language Known
   English, Urdu, Hindi & Pashto

	INTEREST

	
	Painting, Sketching, Drawing, Designing and Reading
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