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Experience Summary	

 Having 30 years job experience in University, Contracting company Pharmaceuticals, Telecommunication and Sales & Marketing companies.
Having the knowledge of all office systems including Personnel Dept., 
Accounts Dept., Administration, Record and Data and Management.

Work Experience

[bookmark: _GoBack] Qurtuba University Dera Ismail Khan:  Pakistan      Admission & Secrecy Office
 Administration Deptt:                                               October 2017-Present
Responsibilities held:

· Enhance the process of admission for Bachelor, Master and M.Phil./PhD. and Engineering Programs.
· Enhance the Admission Process through initial Interview and Documents checking for all the Programs.
· Enhance the process of fees slips & Fees recovering with Finance Department through Software 
· Enhance the explaining of University Rules and Regulations such as regular attendance, classes timing and the process of ( Mid and Terminal) Examinations.
· Enhance the process of data entry in Software for Admitted Students of all the programs.
· Enhance the process of issuing the Transcript/Degree Forms from Software and explain the process of apply for such Forms.
· Keeping the records of daily issued Prospects.
· Keeping and sending the reports of daily admission(s) to higher authorities. 
· To Assist the Coordinator of M.Phil./PhD. 
· Enhance the process of advertisements for Admission’s or others issues.
· Enhance the activities of Reception.
· Developing the process of contacting the parents of irregular students.
· Supporting the process of filing in Secrecy Section.
· Enhance the preparation of Student’s Personal files and handover to Secrecy Section.
· Tagging and maintaining the record of missing documents of student’s filling.
· Develop the process of Students and staff ID Cards and keeping records.
· Enhance the administrative support for different Teams work area such as Meetings, Seminars, workshops, etc.
· Enhance the HR responsibilities regarding hiring the new faculties such as contacting the applicants for interviews and make sure the process of demonstrations and keeping records of Demo results with their proper filing.
· Develop the process of Course Registration Form for the students

Al Qasabi Contracting Company: Riyadh, KSA         Administrative & HR Assistant
Administration Deptt:                                                   January 2009-September 2017
Responsibilities held:

·  Enhance the relationship between customers and management
·  Established the Accounts procedure (credit) within due dates
·  Generated the invoicing process effectively through Software.
·  Reported the credit status of customer to management on weekly bases
·  Generated weekly reports of sub-contractors to Management
·  Generated weekly reports of salesmen to management through Excel sheets
·  Generated the salary of workers and staff_ members of commercial division and maintained their record in Excel
·  Generated the invoices regarding driver trips
· Enhanced the reporting of renewal of Iqama to higher management through Excel Sheets
· Enhanced the process for the renewal and issuance of Iqama for company   employees
· Enhanced the process of newly issued Visa(s)
· Enhanced the "Exit Re-entry" or "Exit" of the employees.


SAMI Pharmaceuticals:                                            Sales Supervisor
Medical Sales Department                                       March 2004-December 2008
SIZA Int. Pharmaceuticals:                                    Marketing Executive
Marketing Department                                            March 1994-February 2004

Education

 GOMAL University Dera Ismail Khan, Pakistan
 Masters in Business Administration (MBA) 1995 - 1997
 Business and Finance.

Government College Dera Ismail Khan, Pakistan
BSc. Mathematics and Statistics 1990 - 1992
Math, Stats and Physics
Strengths:
·  Task-oriented & energetic
·  Adaptable to work in changing environment and fast learner
·  Work sensibly with a commitment to excellence
·  Strong communication and presentation skills
·  Self confident, honest and hardworking 

Software:
·  MS Excel 
·  MS Word
·  MS PowerPoint
·  Google Sheet
·  Quick-Book

Interests 
·  Music
·  Football 
·  Book reading
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