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Saba
STRENGTHS

· Positive Attitude
· Client Management
· Staff Training
· Keep recording
· Leadership
· Conflict Solving
· Decision Making
· Computer Literacy
· Public Speaking
· Team Work
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ADMINISTRTOR / MENTOR

PROFILE

To find a position, where I can develop my education skills, in a well reputed

organization, to acquire experiences and learned professional skills which would be helpful in the future in perusing carrier. Develop and promote creativity and high-order thinking skills that enhance the performance of institute. Currently looking for suitable position with a reputable Institution.

WORK EXPERIENCES

Administrator of Institute
Feb 2013 to 2022

· Deal whole management belongs to staff and pupils.
· Responsible for supervising day to day and personal operations in the admissions department, such as recruiting activities, electronic and print communications, hiring and training staff, budget management, research and statistics.
· Insured all inquiries are tracked and recorded in computer.
· Reviewing all students’ files for admission.
· Coordinate enrollment process for all students entering in academy.
· Training all new admissions coordinators on rebuttals, procedure and process. Introduced new offers to enhance skills both staff and students.
	Adminstration of Paper Attempter
	2016 to 2020


· In University of Health Sciences perform duty to conduct Entry test for M.B.B.S.

· Arrange sitting plan for candidates.

· Provide answer sheets and paper.

· Checking the candidates thoroughly and allow enter candidates in examination halls.

· Collected all paper and concern material of exams, packed and handover the authority

Lecturer in SABAC School of Advance Business and Commerce Dec 2021 to Till

· Teach English Language and English grammar to graduation students.

· Teach sociology Bachelor of Business Administration students.

· Training students to make assignments and deliver presentations.

· Training pupils about research and enlighten them how they can give analysis.

· Arrange tutorial topics for institutions which can strengthen staff and teachers.

· Maintained check and balance progress of students in academics as well as others acknowledge activities.

EDUCATION

MPhil International

Relations

18yrs of study Gold Medalist Minhaj University Lahore 2018- 2021

Master in Political

Sciences

16yrs study

Punjab University Lahore

2014-2016

B.Ed. English

Professional Diploma

AIOU

Islamabad

2011-2013

Bachelor in Arts

Punjab University Lahore

14yrs study

2008-2010

Intermediates

BISE Lahore

12yrs study

2006-2008

Matriculations

BISE Lahore

10yrs study

2004-2006



	Admin Teaching Experiences
	2012 to 2016
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· Teach Matriculation students English and Pakistan Study in School of Gulistan Model School.
· Teach standard one to eight Standard English medium students in GAPS Academy.

· Deal the all type management.

· Conducting meetings with staff, parents and students.

· Organizing functions and arranges all facilities for this purpose.

· Training the staff and students in different skills.

· Special writing classes conducting for poor writing students.

· English grammar classes arranged for initial level students and also deal

Sub Examiners
2018 to Till

· Check Lahore Board paper of Matriculation and Intermediate.
· Check Allama Iqbal Open University Islamabad paper of Intermediate and Bachelor level of social sciences.
· Making results in hard form then upload in websites of university.
Tutorships Allama Iqbal Open University Islamabad
2019 to Till

· Received assignments of university students and checked then upload results on LMS according to students ID.
· Submit results in Hard copy to university.
· Taking class of students through zoom and others ways.
· Physically classes also arranged for students of university.
· Tutor mostly deal students through calls and txt messages in this way distant education complete.
Columnist
Sep 2017 to Till

· Write critical column in different topics.
· Monthly write content on current issue.
· Research base data include in this writing.
· All type title are used for this purpose, mostly belong to political analysis.
PROFESSIONAL

SKILLS

MS Word

MS Power Point

MS Excel

Management and Supervising

Staff Training

LANGUAGES

 English

 Urdu

 Punjabi

 Basic

 Arabic

INTRESTS

 Cooking

 Driving

 Theater

 Book

Reading

 Classical

Music

 Swimming


COURCES AND CERTICFICATES
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· Leading people and Teams- Specialization 2009

o Got Certificate for best performance for team work.
· Islamic Learning courses and Public Speaking

o In 2011, secured first position as Orator.
· Certificate of Participation RSiS October 2018

o The Organization of an International Conference held Social Responsibility and World Religious by International Center for Political Violence and Terrorism Research.
· Certificate on Participation online in 2021

o The organizing committee of the 5th World Islamic Economics and Finance Conference.


· Certificate Modest Fashion Designing 2021

o One day Webinar Workshop Modest Fashion Designing by Minhaj Halal Pakistan.
· Glob Fist Virtual Participation 29th and 30th May 2021

o The organizing committee Glob Fist virtual meeting on Globally Political Situation.
· International Lasaani Inqlab Press card 2017

o This press card presented me to write critical analysis on political approach.
Honors and Awards

· Gold Medalist M.Phil. International Relations for high quality Research Thesis Dec 2021.
· Roll of Honor from Minhaj University Lahore.
· Merit Certificate to get highest CGPA in department 2018-2021.
