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Nationality:Pakistan
Visa status:
Visit Visa

Date ofBirth:    2ndSep-1990
Address:
   AL Ghubaiba, Dubai, U.A.E
CAREER OBJECTIVES
Seeking a responsible and challenging position with a turbulent and dynamic organization that  utilize  my  Management,  Supervision & Administrative skills to benefit mutual growth and success, to work in association with professional groups who offer me the opportunity for career advancement and professional growth and where I can best utilize my knowledge and skills.
EDUCATION
MASTERS


2012-2014
            Information & Operational Management

University of the Punjab, Lahore Pakistan

Bachelors of Commerce
2010-2012

University of the Punjab, Lahore Pakistan
Intermediate in Pre-Eng.    2008-2010 

BISE, Lahore Pakistan
Secondary School Certificate 2006-2008
BISE, Lahore Pakistan

WORK EXPERIENCES
· INSTRUCTOR I.E
15th August, 2015-Till Date


U.S APPAREL & TEXTILE PVT. (LIMITED)
Functions:

· Time & motion study of operators.

· Define skill level and train the new operators.
· Maintaining data base of trainees regarding daily performance.  
· Maintaining data base of operations where bottleneck exist.

· Coordinate with production team to increase the rate of production.
· UNIVERSAL TELLER 6th March, 2015- 28th July, 2015
J.S BANK PVT. Lahore, Pakistan
Functions:
· Receive and count working cash at beginning of shift.
· Accept cash and cheques for deposit and check accuracy of deposit slip.
· Process cash withdrawals.
· Perform services for customers such as ordering bank cards and cheque books.
· Attempt to resolve issues and problems with customer's accounts.
· Explain, advice on and promote bank products and services to customers.
· Balance currency, cash and checks in cash drawer at end of each shift.
· ADMIN OFFICER :       2nd January, 2013- 4th March, 2015
        VirtueNetzLimited, Lahore, Pakistan

Functions:

· Plan, administer and control budget forequipment and supplies.
· Prepare and review operational reports and schedules to ensure accuracy and efficiency.
· Acquire and distribute store supplies.
· Conduct classes to teach procedures to staff.

· Perform duties of General Administrator as well.
Academic projects
· Simulation ofthe children hospital O.P.D
In this project, I was leading the team of 6 members. Our aim was to reduce the system time of patients in O.P.D and emergency ward. It was a research based project.

· Project Management 
I was submit a report on the methodology of project management to my teacher.
KEY COMPETENCIES
· Excellent communication skills – written and oral.
· Proficient in MS Office (word, Excel, Access)
· Planning, organizing and prioritizing.
· Knowledge of Computer Software User (Awosim, Arena, SPSS)
· Self-discipline, Flexibility and adaptability.
· High level of inter-personal and intra personal skills
· Knowledgeable of administrative procedures.
· Customer service orientation.
· Team leader.
ACHIEVEMENTS
· While working as an instructor, I did trained twenty operators in different operations.

· I did fund raising for flood victims who got effected in 2013

· I got splendid positions during my Masters Degree
· Got a laptop as an award from Prime Minister on basis of excellent educational career
Reference     will be furnished upon demand.
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