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Objective:
Detail-oriented and highly organized professional with a passion for providing exceptional administrative and operational support. Seeking a challenging position in an organization where I can leverage my strong communication, problem solving and multitasking skills to stream line processes, enhance efficiency, and contribute to overall success of the organization. 
Education: 
· MBA (Marketing)- COMSATS University, Wah Cantt, Pakistan- Passing year 2012
· B. Com- University of the Punjab, Lahore, Pakistan- Passing year 2009

Expertise: 
· Strategic planning, policy development, implementation and decision making 
· Team leadership, Staff management, Time management and responsibility.
· Communication and Team work
· Active Listening /Conflict resolution, Objection handling and negotiations 
· Leading/ Mentoring student organization, collaboration between student, Adm, Faculty 
· Event Planning and coordination 
· Providing academic and personal counselling, promoting Sports and recreational activities.
· Student activity yearly schedule with collaboration of students and organization goals and collaboration with national and private institutions. 
· Research and assessment, engaging and motivating students to the best manner for their personal and professional growth.
· Event management, Hostel/ Café management 
· Arranging seminars/events/sports week / spring galas and outdoor events 

Job Experience: 

National University of Technology (NUTECH)- Islamabad, Pakistan
Deputy Assistant Director (Admin) Catering Officer – November 2018 to 31 Jan 2025

Duties and Responsibilities: 
· Administrative support, Office management,Communication and coordination
· Event Management and planning for Government, Armed Forces and Foreign Delegation, Ambassadors  Visits, Cultural weeks, Educational, Social day events and Recreational Trips ,workshops, Seminars, Outdoor Events.
· Coordinating with all Government departments for Security  to ensure safety for VIP Official event.
· Hostel Management (Student Accommodation, Facility Management, Objection Handling, Procurement and Repair and Maintenance of routine works and management of Hostel 
· Messing/ Charges/Costing of event and management of Staff and Contractor).
· Contractor Management, Tender inquiries, implementation of all policies
· Support all Academic activities for smooth functioning of organization.
· Hostels /café management ensuring food safety standards 250 x male students from different parts from Gilgit to Karachi and also welcome 150 afghan students in June 2024
· Student affairs /Objection handling/ equality and avoid gender and ethnic discrimination as having 1400 students from all our Pakistan and 4 x international students.
· Assist in preparing annual admin budget requirements 
· Outsourcing and Contracting, Inventory management (agreement preparation and implementation)
· Record management and Documentation
· Assisting in preparing annual admin budget requirement for fuel, utility bills, rent, transport maintenance, food, stationary, sanitary cleaning material etc)
· Cost benefit analysis for admin control areas hostels /cafes/ buses facility to students/staff.
· Record keeping and approvals for authority for annual internal / external audits.
· Worked as spokesperson of admin department for international ranking of standard development goals.



BTS Events- Wah Cantt, Pakistan
Entrepreneur ( NTN # 2436239-5)- January 2000 to August 2018
Duties and Responsibilities: 
· Business development, Customer management, Sale force management
· Event Planning, Coordination, Advertising, Execution, Analysis, Feedback
· Forecasting, Budgeting, Allocation of resources, Bench Marking  
· Government approvals/certificates.
· One window solution for clint requirements
· Catering, Decoration, Rent a Cars and vehicles for events, Tenting 
· Security, Quality and Quantity, Food standard and supplies to different marriage halls
· Certifications from ministry of health, and cantonment
· Venue selection, menu selection, themes of setting, flower setting
· One window solutions by outsourcing, coordinating, with customer oriented focus
· 
Projects/ Events Organized: 

· Administration /Event management on the visit of President /Prime Minister/Chief of army staff, Chairman joint chief of staff committee visit to NUTECH. Ensuring provision of administration support, assisting in security/confidentiality, preparation of helipad, coordination with the food security staff, allocation of transport, medical/fire brigade support supervising horticulture and general cleanliness.
· Supervise and Support Security, Parking, Guest Pick and Drop, Horticulture and sanitary aspects and taking any challenge using contingency approach.
· Hostel Mgmt by Enrolling New Batches and procurement for space and bedding/facility requirement. currently managed 5 x batches since the start of the NUTECH till now.
· Administration /Event mgmt on the visit of Government Officials (Minister for defense production MRS Zubaida Jalal visit to NUTECH, Director General Avrid Air Vice Marshal Kamra, Maj Gen Qaisor Annes Khuram, Maj Gen Khalid Javed ,Chairmain Heavy Industries Taxila Lieutenant General Abdullah Doggar official visits
· Administration /Event mgmt on the visit of foreign delegations (Japanese Delegations, American Delegations, Finland Delegations)
· Organized and facilitate in the training workshops ,seminars, meetings .
· Provision of support staff and allocation of resources (transport, manpower, security) as per requirement 
· Federal school annual events in wah cantonment (Pakistan Ordinance Factory Chairman Visits, Federal school annual events in wah cantonment (annual result day events).
· National University of Technology events (sports week, book fares, recreational week)
· Private colleges, school events, meena bazars. (sports week, annual functions)
· COMSATS UNIVERSITY inter universities competitions (software competitions), events, sports week etc
· HITECH UNIVERSITY events (sports week, book fares, recreational week)
· TAXILA ENGINEERING UNIVERSITY events (student events, university events, student competitions)
· Marriage events, party decoration, lighting, mehndi, barat, walima, catering 
· Social gathering, religious, branding events, launching of new products
· Guest house management, event lawn and marriage hall management
· Research projects, seminars, social entrepreneur projects. 
· Event management project e-ship gala celebrating entrepreneur week in COMSATS.
· Social Entrepreneurial projects GO GREEN “the greener the environment the healthier we are”.
       
Reference:           
                        
· Reference will be furnished upon request.                                           
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