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S/O Aftab Iqbal 

D.O.B. 19th November 1990


Contact details:

House: E # 19, Street # 16, Phase IV, Officers Colony, Wah Cantt, Pakistan.
Talhaaftab641@gmail.com
+ 92 - 344 - 5466020

Aims & Objectives

Aiming to achieve excellence by providing the optimum level of managerial services with consistent quality improvements & exceeding goals. Ready to take up any challenging task by utilizing time and competitive resource management skills along with technical creativity with sincere dedication and motivation to build a career through knowledge and skill development in order to add value at personal, professional, and societal levels. 

Qualifications

Master of Philosophy in Public Policy				                   January 2020

Riphah Institute of Public Policy (RIPP)					           CGPA 3.27
Riphah International University 
Islamabad

Bachelor of Science (Major in Computer Science)		               November 2016

Capital University of Science and Technology				           CGPA 2.07
Islamabad

Higher Secondary School Examination (HSSE)				 April / May 2009

Indus College of Commerce
Wah Cantt

Secondary School Examination (SSE)			                         April / May 2007

POF Model High School 
Wah Cantt


Hobbies

Travelling, Reading and Photography

Professional Internship Experiences

Pakistan Institute for Conflict and Security Studies (PICSS) Islamabad
Learned:
· Importance of statecraft and current Pakistani scenarios
· Public policy and its dynamics in Pakistani perspective
· Importance of security, governance and leadership in Pakistan

P. O. F’s Institute of Technology”     ( POFIT ) Wah Cantt
Learned:
· Management information systems
· Database management 
· Data storage and security

Professional Work Experiences

National University of Medical Sciences (NUMS) - Islamabad

From 4th June 2024 to Till Date
Position For: Assistant Manager Procurement (AM).
As An Assistant Manager Serving in The Directorate of Procurement,
(Management & Administration).

Heavy Industries Taxila Education Complex (HITEC) University, Taxila.

From 21st August 2023 to 20th December 2023.
Position For: Academic Program Coordinator to Management Sciences Dept.
(Management & Administration Along With Assets Inventory Management In MS).

Riphah International University IIMC, Rawalpindi Campus, Almizan.

From 27th March to June 30th 2023.
Position For: Staff Academic Coordination Officer.
(Management & Administration).

National University of Technology (NUTECH) - Islamabad

From 5th July 2021 to 8th March 2023.
Position For: Junior Officer / Coordination.
As A Junior Officer Served in Multiple Directorates, Mentioned Below:
(DSL Office, Technical Board of Education, Exam, Admission & Administration).
(Management & Administration Along With Assets Inventory Management For ODDO Enterprises Systems For Records Uploading And MS Office Records Mgt.)


Spring NGO On Disability Special Persons - Rawalpindi 

From 1st October to 30th November - 2020.
Position For: Research & Communication Officer.
(Middle Management).

Workshops / Seminars / Trainings

· Basic Training On E-Pakistan Acquisition & Disposal Systems (E-PADS) For Online Procurement Systems Efficiency & Enhancements At Pakistan Public Procurement Regulatory Authority (PPRA), Islamabad.  
· Seminar on Policy Dialogue on “Violation of Human Rights in Kashmir” in collaboration with Centre Of Peace And Social Studies ( C.P.A.S ) held at Riphah Institute Of Public Policy, Islamabad.
· International Seminar On “CPEC: An Extra Regional Perspective” held at National Defence University Organized by Institute for strategic studies; Research and Analysis (ISSRA) N.D.U Islamabad.
· Seminar on world health organization-WHO: world mental health day at Workplace held at Riphah international university, Islamabad.
· Seminar on policy dialogue on “emerging scenarios in US - India strategic ties: implications for Kashmir” held at Riphah international university, Islamabad.
· Seminar Of Competency Based Training Assessment (CBT&A) Session At National University Of Technology (NUTECH), Islamabad.
· Workshop Training For CBTA & Non CBTA At NUTECH With Collaboration Of Pakistan Army Training Centres By Guiding The NAVTTC And Training Centres Courses Practices’.
Skills
· Team player.
· Management Proficiency.
· Time management.
· Effective problem-solving.
· Good understanding of current environmental issues.
· Good organizational, and forward planning skills.
· Willing to work efficiently and effectively.
· Interpersonal communications.
· Organizational and presentation skills.



Individual Core Competencies
· Ability to coordinate and build effective project teams, ability to motivate others, and timely/quality decision making / Demonstrates Self Awareness and Ethical Awareness.
· Collection and analysis of different data in relation to any activities.
· Strong training and event management skills.
· Excellent presentation and data organization skills.
· Preparing reports on any current activities.
· Excellent skills in handling project activities.
· Able to design the policies / strategic reports on any current activities.
· Good interpersonal communication and reporting skills particularly supervising at any community level / Thinks and Acts Strategically.
Language proficiency

Good reading, writing and speaking skills in English, Urdu and Punjabi.

References 

Will be furnished as desired.























This letter is to express my interest in applying for the following position.

Subject: Request For Consideration of Desired Post
talhaaftab641@gmail.com
13th November, 2024
Respected Sir/Madam,

I have served as a Junior Staff Officer at the National University of Technology (NUTECH), Islamabad and also served at Riphah International University Rawalpindi IIMC Almizan Campus as a Staff Academic / Coordination Officer. I served as an Academic Program Coordinator at Heavy Industries Taxila Education Complex (HITEC) University Taxila Cantt in Management Sciences Department, Recently, I joined as an Assistant Manager to the Procurement Directorate at the National University of Medical Sciences (NUMS) Islamabad, as I possess the skills required for a dedicated and hard-working employee and will be able to prove it, I am a quick learner and will be an excellent asset to your office.  When reviewing the job requirements and your advertisement, I was excited to see that my qualifications and personal traits align with your needs and mission. I’m delighted to submit my application for the following post (s) as mentioned below:

· For Admissions Officer.

I bring a set of talents that I believe will be valuable to your organization. I honed my abilities and provided a solid foundation for the respective position. My innovation strength, people-centric nature, and eagerness to please have afforded me excellent leadership skills. I am excited to contribute my strengths and proficiency in delegation to your team efforts, my focus on building strong professional relationships has been a valuable asset throughout my career. I would love to improve my skill set to deliver even more cost-effective solutions as well as I am incredibly excited about the opportunity to put my skills to work for you.

I possess a BS (Computer Science) 4 yrs.’ degree over 16 yrs.’ of Academic Qualification and an MPhil. in Public Policy, my curriculum vitae is enclosed for your kind perusal.
I’ve attached my Resume / CV Biodata, which further details my skills and education. Please do not hesitate to reach out if you have any questions, and I look forward to the opportunity to speak with you further. Please review my Resume for a complete collection of my work history and accomplishments. I want to schedule an interview at your earliest convenience. 


I look forward to speaking with you about an employment opportunity.

Thank you, anticipation, and with profound regards,


Sincerely,


_____________
TALHA AFTAB




Aslama Aleakum Respected Sir / Madam,
                                            I hope you are doing well. I am writing to inform you that I am interested in the Admissions Officer position at your esteemed organization. With a strong background in procurement management and administration, also coupled with my certification in the E-Pak Acquisition and Disposal System (E.P.A.D.S) Online Procurement From the Pakistan Public Procurement Regulatory Authority (PPRA) Government of Pakistan, I am confident in my ability to contribute effectively to your team. My experience includes managing procurement processes, streamlining administrative functions, and ensuring compliance with regulatory standards. 
With over a Three Years of Experiences in Administration and Management across various Public and Private Universities, I have developed a strong foundation in organizational operations, personnel management, and problem-solving, which aligns with the qualifications needed for this role at your esteemed Organisation. My ability to multitask, communicate effectively, and maintain efficient administrative processes has allowed me to contribute to the smooth functioning of the departments I've worked in. These skills, coupled with my hands-on experience, would allow me to add value to your team. I am enthusiastic about the opportunity to bring my background in administration and management to your Organisation and further develop my skills. In addition to my hands-on experiences, I possess key certifications that further strengthen my qualifications for this role. I hold an MS Office Automation Certificate, which has equipped me with strong skills in efficiently managing procurement-related documentation and data using various office tools.
I believe my experience and skills align well with the responsibilities required for this role. I am eager to bring my expertise to a role that offers new challenges and opportunities for professional growth. I am enthusiastic about the opportunity to bring my background in administration and management to your Organisation and further develop my skills. Thank you for your time and consideration. I look forward to speaking with you about an employment opportunity.
Best Regards,

__________________
Talha Aftab.
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CERTIFICATE

OF PARTICIPATION

This is to certify that

7
has successfully participated in Two Days Basic Training on

“E-Pak Acquisition & Disposal System (E-PADS)”

Organized by PPRA, Islamabad on

July 10" & 11", 2024

Hasnat Ahnfed Qureshi
Managing Director
PPRA, Islamabad
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MR.TALHA AFTAB

HAS SUCCESSFULLY COMPLETED THE PROGRAM REQUIREMENTS OF
LIVE TRAINING LAB CERTIFIED STUDENT
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