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	Professional Summary
	I'm Master’s degree holder in Commerce, chasing my qualification actively and my goal is to become a part of well-known organized and prestigious organization where I could preserve my skills, polish them and effective work for the benefit of the organization. Having an experience for different organizations, I have gained a valuable experience in my field. I'm actively looking for opportunity to serve as a competent candidate with my full potential to contribute my share to enhance the business needs of my employer using all of my skills, experience and qualification.

	Education
	University of Central Punjab
Master’s in Commerce 
Specialization in Accounting & Finance
Passing Year - 2015


	Key Skills
	Result Oriented
Project management
Budget planning
Effective Marketing
Resistance to Stress
Team Player
	Communication
Problem-solving
Revenue Generation
Operability & Commitment
Business Development

	Work Experience
	· Beacon house School Systems (BMI) - (Islamabad – Pakistan)
Invigilator and Assistant supervisor	
May June session 2024 and May June Session 2025
· Managing exams, seating plans for students
· Supervision of venue staff and students
· Assisting supervisor in assigning tasks to venue staff
· File working 
· Super Nova School (Islamabad – Pakistan)
Admin Coordinator 
September 2023 till January 2024	
· Managing IGCSE classes and schedule for staff
· Managing filing system
· Coordinating between parents and teachers
· Managing examinations schedule

· Examiner (Federal Board) - (Islamabad – Pakistan)
Paper Checking	for Annual Sessions and Supplementary exams
2022 and 2023  
· Marked papers for Principles of Commerce, Principles of Banking and Principles of Accounting

· MIUC (Roots College) - (Islamabad – Pakistan)
Lecturer	
July 2019 till January 2023
· Managing students’ academic record
· Processing academic examinations schedule for students
· Processing schedule of classes and subjects
· Assigning course books to students for academic’s
· Managing counseling sessions for students

· Viqar-un-Nisa College - (Rawalpindi – Pakistan)
Lecturer
August 2018 till November 2018
· Conducting lectures for students
· Conducting term assessment quizzes
· Conducting annual examinations
· Assigning course outlines for the students

· Steps College – (Islamabad – Pakistan)
Administration Coordinator
October 2017 till August 2018
· Processing monthly assignments for students
· Processing leave schedules for staff
· Processing course assignment for students

· Beaconhouse RON - (Islamabad – Pakistan)
Finance Intern
March 2017 till October 2017
· Learning ERP modules for finances
· Learning payroll 
· Learning re-imbursement procedures

· Askari Bank - (Rawalpindi – Pakistan)
Intern
April 2012 till May 2012
· Learning ERP modules for finances
· Learning payroll 
· Learning re-imbursement procedures

	

	Skills Set
	· Keeping record & track of invoices and their relevant supporting documents.
· Created spreadsheets for financials and taking part effectively in annual audits.
· Point-of-contact person for official questionnaire, concerns & issues.
· Processing payments through ERP applications after taxation deduction.
· Coordinating with internal audit department for relevant tax related issues.
· Handled lecturer-ship and classes in emergency situations.
· Coordinating business trips for management.
· Coordinating field trips for students to enhance their skills.
· Coordinating seminars and internal business meetings.
· Coordinating meetings via skype or MS Teams
· Compiling students results on time.


	Languages
	· Urdu (Fluent – Native)
· English (Fluent) 



