Mahvesh Azeem		 	     					        
House number G-2, Street number 2,
Nawaz colony 
Caltex road Rawalpindi
Cell No. +923215146713
E-mail: amehwish185@gmail.com
OBJECTIVE:
To utilize my skills in the most adequate way under the supervision of prestigious organization to play a considerable role in the development of the organization as well as my country.
Experience:
Admission/ Information Officer+ Manager Student’s Affair 
MCCS College, Fatimah Jinnah Campus, Rawalpindi
01 December 2023 to Till Date
Administrator/Manager Student Affair 

Concepts College of Science Jinnah Campus, Islamabad
06 June 2022 to 30, Nov, 2023
Also work in Evening with Concepts Academy Jinnah Campus DHA-2, as an Information/Admission Officer Islamabad

Lecturer, Information/Admission officer
MCCS College, Tariqabad, Rawalpindi
28 Oct 2018 to 04 June, 2022 

Information/Admission officer
Soch Academy, Tariqabad, Rawalpindi
Dec 2019 to Till Mar 2020

Lecturer (Edu, Urdu)
MCCS College for Girls, Rawalpindi
June 2013 to Sep 2018

Coordinator
MCCS College for Girls, Rawalpindi
June 2013 to oct 2013

Lecturer Education
Millat College for girls, Rawalpindi
Sep 2012 to May 2013

Educational Background:	
Certificate Name	:  MA (Education)
Division		: 1st div
Institute		:  Federal college of education H-09, Islamabad
Session		:  2008-2010
Division
Certificate Name	:  B.Ed.
Division		: 2nd div
Institute		:  AIOU
Session		:  2008-2010
Certificate Name	:  B.A
Division		: 2nd div
Institute		:  University of Punjab  
Session		:  2008

Other Responsibilities
I am an ambitious individual with diverse experience across multiple educational organizations, where I have been responsible for admissions, management, and various administrative functions, in addition to teaching. My passion now lies in pursuing administrative roles, where I can apply my skills to the best of my abilities. Here is some of my experience related to administrative work:
· Information/Admission Officer, 5 years’ Experience
· Accounts management (Maintenance of Ledger), 3 years’ Experience
· Assistant Function In-charge, 4 years’ Experience 
· Helping hand in Co-curricular activities, 5 years’ Experience
· Function In-charge 2 years’ Experience
· Staff Coordinator 1 year Experience
Skills and Strength:
· Great nature of Adaptability with Positive attitude.
· Excellent command on Communication Skills which helps in Collaboration and Decision making.
· Outstanding Work Ethics with Problem solving, Self-Motivation, Time Management, Multitasking and Customer Services Skills. 
· Excellent inter-personal and communication skills, proven ability.
· A hard working, self-motivated individual who works well on own initiative and is an excellent team member.
· Willing to undertake any training or development necessary.
· Paper checker in BISE Rawalpindi and FBISE. 
Computer Skills:
· Basic computer diploma
Languages:
· English, Urdu.
Reference:
Will be furnished if required.
