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 OBJECTIVE

To contribute towards the growth and development of a dynamic organization where opportunities to grow both personally and professionally are ample and where I can utilize my skills effectively and efficiently.

EDUCATIONAL QUALIFICATION

· MA -  (Economics)            from Karachi University in the year 1994, in 2nd division 

· B.Com                      with Major in Commerce from Karachi University in the year 1991, in 1st division)
JOB EXPERIENCE

IQRA University (Main Campus) – 

                                                                   Presently working as a Controller Examinations 
to date
Pakistan Institute of Public Finance Accountants (PIPFA)                          March 1, 2002 to 2007
                                                                    Worked as a Deputy Director (Education.) 

sponsored body of The Institute of Chartered Accountants of Pakistan, (ICAP)
    The Institute of Cost & Management Accountants of Pakistan (ICMAP)

   




   and The department of Auditor General of Pakistan (AGP)

   Duties and Responsibilities are:

· Conduct and supervise PIPFA Coaching Classes in Karachi and coordinate with approved Education tutors of PIPFA classes of other cities in Pakistan.

· Organized Training classes for Public sector that includes Government‘s Grade-17 officers in Karachi and coordinate with all major cities of Pakistan. 

· Supervise all registration process received from various cities, villages' etc of Pakistan.

                                                                               Coordinate Examination department in the Examination Process.

· Promote educational programs of PIPFA and implement it in all over the Pakistan.

· Coordinate with development of latest changes in accountancy profession with ICAP, ICMAP, and The Auditor General of Pakistan.

· Prepared comparison of detailed syllabus of other Accounting bodies in all over the world
· Organized different workshops, Exhibitions, seminars and lectures on relevant topics.

· Look after administrative work of Secretariat and other branch offices

APIIT-PAK (Asia Pacific Institute of Information Technology) affiliated with APIIT Malaysia and Stafford Shire University UK
Before joining PIPFA I have worked as Scheduling & Examination Executive
Duties and Responsibilities were:

Heading the Institute in conducting the offshore examination of Stafford Shire    University in collaboration with APIIT- Malaysia. 

The task required constant communication with APIIT- Malaysia, Stafford shire University and APIIT- Karachi.

Conduct and supervise examination on schedule and the sent the script to APIIT- Malaysia for moderation.

Act as a main laison person with APIIT- Malaysia in examination related activities.

Handling the extenuating Circumstances, appeals for rechecking and transcripts to facilitate students
                                                                       ORASOFT Training Institute
      I have worked in ORASOFT Training Institute as Public Relation and Assistant   Administrator for 2 years
A: Education 

1. Assist with the annual revision of the Education Master Plan. 

2. Assist with the provision of service for Education Personnel throughout the year. 

3. Assist with the provision of consultative/counseling services to teachers and                              institute with regard to particular student needs. 

4. Assist the Director of Institute with forms, surveys, etc. 

5. Assist with the maintenance and organization of Institute.

B: General Administration:

1. Work closely with the Director of Institute: 

a) Plan to market and advertise to boost institutional activities. 

b) Determine and organize Division testing and examination policy. 

c) Provide services for regular teaching staff and administration.

C. In addition to the above, any other duties as assigned by the Director.

While working as the Administrative Assistant to the Principal deal in all matters pertaining to the organization of the institute, educational programs, professional development activities and student activities
Curriculum Design: Facilitating staff involvement in curricular planning; examining social and technological developments affecting curriculum; monitoring and revising content to meet current student needs.

Student Guidance and Development: Fostering student guidance, counseling, and auxiliary services for holistic student development; facilitating inter-organizational involvement.

Staff Development: Facilitating professional growth and self-development; planning and organizing programs to improve staff effectiveness; supervising individual individuals.

        Computer Skills                                                                     

                                                                        Office Tools:                
                          Microsoft Office 97/2000






 
                                                                        Operating System:               
            Window 95/98  

                                                                  Typing                                                    Both in English and Urdu
             LANGUAGES KNOWN

                  English


   German

           Writing Skill

 Working as Free Lance writer in one of Karachi’s most prestigious monthly Magazine named “HOME DECOR”.




Citizenship: Pakistani








Marital Status: Married


Date of Birth: Oct, 1970


                                                                                                 


During my professional training, I learnt how to deal with people at all levels of an organization and how to work efficiently and effectively in different kinds of situations.





 


My attitude is prone towards Client Services and Administration As, I was   Admin Officer in Orasoft.











WORKING EXPERIENCE











Administration of an organization made my professional experience sound and deep.





























As I was overall responsible of administrative discipline and student Affair in Pakistan Institute of Public Finance Accountants I gained experience of Career Counseling as well.


























Being Deputy Director of a Professional Accounting Body, I have gained unique experience of a Highly Professional Faculty management and course coordination.














Present employment of Controller at IQRA University enhances my abilities and helps me to commensurate myself with the demand of present era of Perfection, Specialization and Professionalism.





























