Rana.24656@2freemail.com 
CAREER OBJECTIVE:
Self-directed, dynamic and result driven individual seeking for the managerial/administrative position in renowned multinational company utilizing exceptional secretarial and coordination skills to improve the overall efficacy of the organization
PROFESSIONAL WORK EXPERIENCE:  
Organization: GC University, Lahore, Punjab, Pakistan
Tenure: March 2008 - September 2011

Designations: Assistant Registrar (Academics & Admissions)
Responsibilities:
· To provide managerial services to Registrar

· To coordinate with Deputy Registrar in office management and administration. 

· Liaison with higher education commission (HEC) and other national/international universities.
· Correspondence with all departments of the university in academic matters.

· To provide all kinds of academic information regarding different programs and eligibility criteria. 
· E-mail correspondence to the students related academic issues
·  To prepare reports and presentations regarding university for onward submission to the             concerned quarter i.e. HEC, governor house, chief minister secretariat etc.
· To grant permissions to hold lecturers, dialogues, debates by prominent literary, scholars on various affairs.
· To facilitate and maintenance of the record academic and research committees and board of studies.

· To supervise admissions of FA/FSc, BA/BSc (hons), MS/MPhil and PhD.

· To conduct interviews of intermediate students at the time of admissions

Organization: GC University, Lahore, Punjab, Pakistan
Tenure: April 2008- September 2011

Designations: Assistant Superintendent New Hostel.
Responsibilities: 

To coordinate with superintendent in management of the hostel including boarding/lodging of the boarders and supervise all the arrangements of curricular and co-curricular activities in the hostel.
Organization:  Dar-e-Arqum School & College Sargodha
Tenure: November2011- August 2013
Designations: Director Administration
Responsibilities:
As director administration I was liable to manage the educational programs and scheme of studies in all the branches of district Sargodha. The implementation of educational programs were overseen by me and I use to draft technical reports on educational efforts for onwards submission to chief executive Dar-e-Arqum school & college Sargodha

Organization:  University of Sargodha
Tenure: September 2013 - till Date
Designations: Visiting Lecturer
Responsibilities:
I am teaching the subjects of Political Science and Pakistan Studies at graduate level in alternate sessions producing very good results and hold the best teacher award.
 Organization:  Greenfield College Sargodha
Tenure: November 2014 - till date

Designations: Coordinator 
Responsibilities:
· Provides secretarial and managerial support to chief executive.
· Maintains administrative workflow by studying methods; implementing cost reductions developing reporting procedures.
· Resolves administrative problems by analyzing information, identifying and communication solutions.
· Monitors and coordinates accounting activities as appropriate, and prepares internal reports for management, participates in budget planning and management, as required.

· Composes and prepares written documentation and correspondence for the office; screens and evaluates incoming and outgoing correspondence and prepares responses as appropriate.

· Performs miscellaneous job-related duties as assigned.
ACADEMIC EDUCATION: 
2004 – 2006

Masters of Arts
                                      GC University, Lahore (GCUL)

Political Science  

· First Division
2002-2004

Graduation
                                                  GC University, Lahore (GCUL)  

Bachelors of Arts 

· Major subjects  Political Science, History, Persian

·  First Division
2000-2002
                                                   Army Public School and College, Sargodha Cantt

Intermediate  

·   Major subjects  Physics, Computer and Mathematics 

·   Second  Division

1998-2000

Matriculation                                               Army Public School and College, Sargodha Cantt

· Science subjects
· First Division
COMMUNICATION AND INTERPERSONAL SKILLS: 

· Served as Executive Member in under graduate Historian Society, GCUL and conducted dialogues, lectures and debates on national and international current issues particularly socio-political and socio-economic conditions of Pakistan
· Outstanding command over verbal and non-verbal communicative & interpersonal skills. 

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills. 

· Confidently able to work independently or in a team to deal effectively with educators & employees. 

· Flair to organize & prioritize tasks to meet deadlines. 

· Ability to manage multiple projects with minimal supervision. 

· Have a good level command over English and Urdu Language.
· Successfully completed a survey on American History course conducted by American Consulate Lahore
CERTIFICATION/ ADDITIONAL SKILLS: 

· MS Office (All versions, esp. MS Word, MS Power Point and MS Excel)

· Research methodology and computer application including MS Office at bachelors level
· Intermediate of computer sciences (ICS) encompasses functions and operations of software including operating systems i.e. MS windows and Dos, MS office and hardware also
PERSONAL INFORMATION

· Place and Date of Birth: 6 September 1983, Sargodha, Punjab, Pakistan.

· Religion: Islam

