H A S S A N  A B B A S
I n f o r m a t i o n  O f f i c e r

O B J E C T I V E
C O N T A C T

# House No# 620, Main

Sawan Road, Islamabad

+92 307 788 6205

+92 304 988 7664 hassan.abbassial97@gmail.co
m

P e r s o n a l  I n f o

o Father Name

Mumtaz Hussain
o Date of Birth

January 10, 1997
o CNIC

33202-8576707-7

To be central part of a dependable panel and to perform importance with the consent and satisfied of my senior while displaying professional skills,   commitment   and   devotion   towards   my   challenging   job.

W O R K E X P E R I E N C E

· T e a c h e r  a t  O x f o r d  P / M E l e m e n t a r y  S c h o o l ,  R o d u  S u l t a n  ( A p r i l -

2 0 1 8 to A u g - 2 0 1 8) .
· Z o n a l E x e c u t i v e O f f i c e r a t K I P S P r e p a r a t i o n R a w a l p i n d i (N o v - 18 to M a r - 2 0 2 0 ) .

· I n f o r m a t i o n O f f i c e r a t A S K A R I A c a d e m y( A p r  - 2 1 t o A u g - 2 1 )
· Teacher at Al-Hamd School G-10/2 Islamabad (Sept-2022 to Feb-2023).
· I n f o r m a t i o n  O f f i c e r  a t  K I P S  P r e p a r a t i o n  I s l a m a b a d  ( A u g - 2 0 2 1  to  P r e s e n t )
E D U C A T I O N
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L a n g u a g e s

o Urdu

o Punjabi

o English

K E Y  P O I N T S

o Coordination of

Departments

o Mediation and Policy

Interpretation

o Student Safety

o
Staffing, Community Connections and Paperwork

S K I L L S :

o Commercial awareness

o Confidence

o Excellent interpersonal skills

o IT skills

o Maturity

o Numerical skills

o Patience

o Perseverance


M. A
A L H A M D I S L A M I C U N I V E R S I T Y, I S L A M A B A D

B. A
A I O U, I S L A M A B A D

F. SC
F a i s a l a b a d B o a r d

Metric
F a i s a l a b a d B o a r d
E x t r a q u a l i f i c a t i o n

o Three Months of Ms Office Course.

S k i l l s

o The task involves handling daily admissions and admission inquiries, dealing with parents/guardians, visitors and students daily.

o Coordinating  among  campuses  on  daily  basis,  informing headmistresses about any events, notices, new admission for assessment, dealing and informing Regional Heads on daily basis and sending updates of admissions weekly to Directors and Head Office.

o Dealing with admissions on daily basis. Greet them and make them fill the Student Registration Form SRF-001 and save the details for further actions.

Reference;

Will be furnished on demand.
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