SUMMARY
Professional with 12 years of experience in managing HEIs operations of Registrar Office and Statutory Bodies. Skilled in organizing meetings, preparing detailed minutes, maintaining comprehensive records, & overseeing registration and convocations. Abled at liaising with affiliated colleges, Higher education authorities, and ensuring compliance with institutional policies.
QUALIFICATIONS
MS (HRM)
 Riphah international University Islamabad
2022-2024
MBA 
 Riphah international University Islamabad 2018-2020
Bachelor of Arts University of Sargodha
 2014-2016
EXPERIENCE
CURRENTLY WORKING
Assistant Director (MS) (Registrar Directorate)
Dec 2024 – to-date
National University of Science and Technology (NUST)
· To assist Registrar in dealing with day to day mattters of NUST  
· To Coordinate and organize statutory body meetings and manage related documents.
· Responsible to submit timely report and returns to all regulatory bodies 
· To Prepare comprehensive minutes of meetings, presentations, and working papers.
· Ensure timely distribution of agenda items and follow-up on action items.
· Maintain the record and regularly update lists of members of Statutory Bodies.
· To Plan/ maintain/ update the annual meetings calendar.
· Develop and maintain policies related to statutory body meetings.
· Conduct of NUST Convocations (inluding affiliated Colleges and Campus)
· Overseeing over all Registration Processes and student life cyle
· Laison with constituent / affilated colleges, Admission / Exam & Acadamics Directorte 
· Member of NUST discipline Committee 
· Issuance of all type of certificate and NOC for migrations of students
· Coordination with Higher Education Commission (HEC) and GHQ .
· Maintenance and ensuring safe custody of Registrar Dte Policies
Previous Experience
Manager (Registrar Directorate) Dec 2023 – Dec 2024
National University of Medical Sciences (NUMS) 
· To assist Registrar in dealing with all mattters of NUMS  
· Coordinate and organize statutory body meetings and manage related documents.
· To Prepare minutes of meetings, presentations, and working papers.
· Ensure timely distribution of agenda items and follow-up on action items.
· Maintain the record and update lists of members of Statutory Bodies.
· Plan/ maintain/ update the annual meetings calendar.
· Conduct of NUMS Convocations 
· Overseeing over all Registration Processes
· Laison with constituent / affilated colleges, Admission / Exam & Acadamics Directorte 
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Personal Information

Father Name: Muhammad Naseer 

CNIC. 37201-9588822-5

DOB: 16 Aug 1992

Home Address:
Permanent: VPO Khokhar Bala Tehsil Kallr, Kahar, Dist Chakwal
Temporary: House # C B 626/1
Street # 16 Kamal Abad, Bakra
Mandi, Rawalpindi

Phone: +923115892766 

[bookmark: _GoBack]Email:adms@nust.edu.pk
           aamir.ayaan786@outlook.com	
            
Hobbies
· Research Work
· Book Reading / Case studies
· Hiking or Nature Walks
· Music

Technical skills
· SPSS
· Smart PLS
· Microsoft Word
· Microsoft Excel
· Microsoft PowerPoint
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Manager Registrar Directorate, Jun 2022– Dec 2023 
University of Wah
· Responsible to assist Registrar in dealing with Registrar Office/ Admin matters of UW.
· Coordination with Higher Education Commission, Higher Education Department and Governor Punjab House.
· Support/Organize role/handle matters related to conduct of meetings of Statutory Bodies of the University, i.e Board of Governors, Financial and Budget, Academic Council, BASR.
· Leave management of Registrar Office.
· Preparing and ensuring the issuance of all administrative approvals, office orders, notifications, circulars, etc signed by the Deputy Registrar / Registrar.
· Ensuring and supervision of transport record maintained by MT assistant All types of leaves less for all of Registrar/Admin employees of UW.
· Maintenance and ensuring safe custody of all UW Policies.
· Conduct of UW Convocations 


Junior Manager Admin / HR – May 2012 to Oct 2020
Head Quarters Frontier works Organization (FWO) GHQ Rawalpindi 
· Managing employee records and benefits, including payroll, health insurance, and retirement plans
· Providing administrative support to managers by scheduling meetings, arranging conference calls, and taking notes during meetings
· ridge management and employee relations by addressing demands & grievances
· Manage and maintain accurate and up-to-date employee data for a workforce of 700 employees in the HR Information System (HRIS).
· Oversee payroll processing, ensuring timely and accurate disbursement of salaries.
· Administer and update employee benefits information, including insurance plans.
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