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Professional Objective
Motivated and dedicated professional seeking to contribute to a progressive organization by utilizing my experience in student affairs, administration, and academic coordination. Committed to continuous learning, team collaboration, and achieving institutional goals through effective planning and implementation.
Professional Experience
Foundation University Islamabad (Rawalpindi Campus)
Deputy Manager Student Affairs | Jan 2023 – Present
Assistant Manager Student Affairs | June 2009 – Dec 2022
· Managed full admission cycle including application screening, testing, merit lists, and enrollment.
· Developed advertising strategies for student intake and liaised with academic departments.
· Handled official correspondence, scholarship processing, document verification, and orientation planning.
· Organized Convocation ceremonies and coordinated with graduates and departments.
· Proficient in managing student records, alumni databases, and academic documentation.
· Skilled in handling official correspondence with regulatory and accreditation bodies.
· Experienced in advising students and faculty on academic policies and regulations.
· Capable of overseeing student services, including registration, enrollment, migration, withdrawals, and certificate issuance.
· Competent in planning academic calendars, course schedules, degree verification, and graduation processing.
· Strong commitment to compliance with university policies and maintaining data confidentiality.
· Collaborative approach in coordinating with departments such as admissions, finance, and student affairs to ensure efficient academic operations.
· Maintained student data for reporting to HEC, PEC, NCEAC, NBAC, and internal audits.
· Supported student problem-solving and coordinated career and professional development programs.
Foundation University College of Liberal Arts and Social Sciences 
Personal Assistant to Principal | Nov 2005 – May 2009
Medix (Department, FFH Rawalpindi)
MIS & IT User Support Staff | May 2005 – Oct 2005
Anam Public School & Degree College, Rawalpindi
Senior Teacher | May 2003 – Apr 2005
Education
M.A. Urdu – University of Punjab, Lahore
M.Ed. – Allama Iqbal Open University, Islamabad
B.Ed. – Allama Iqbal Open University, Islamabad
Postgraduate Diploma in IT (PGD-IT) – Askaria College of Management & IT, Rawalpindi
Master Trainer Certification – Intel Education, Islamabad
Professional Certifications (Online)
· Women in Leadership: Inspiring Positive Change – Case Western Reserve University
· Work Smarter, Not Harder: Time Management for Personal & Professional Productivity – University of California, Irvine – Division of Continuing Education
· Successful Negotiation: Essential Strategies and Skills – University of Michigan
· Personality Types at Work – University of Florida
· Inspiring and Motivating Individuals – University of Michigan
· Influencing People – University of Michigan
· Diversity and Inclusion in the Workplace – ESSEC Business School
· Design Thinking for Innovation – University of Virginia
· Design Thinking for the Greater Good: Innovation in the Social Sector – University of Virginia
· Introduction to Personal Branding – University of Virginia
· Introduction to Psychology – Yale University
· Positive Psychology – University of North Carolina at Chapel Hill
· Psychological First Aid – Johns Hopkins University
· Human Rights for Open Societies – Utrecht University
· Global Diplomacy: Diplomacy in the Modern World – University of London
· Evolution: A Course for Educators – American Museum of Natural History
· The Science of Well-Being – Yale University
· Finding Purpose and Meaning in Life: Living for What Matters Most – University of Michigan
Communication & Organizational Skills
Effective communication (verbal & written), Team leadership and student counseling, Policy drafting and documentation, Strong adaptability, multi-tasking, and time management
Workshops & Seminars
Organizer – Statistical Packages Workshop, FUCLAS
Organizer – Active Citizens Program (British Council)
Organizer – Teacher Training for Worker Welfare Board
Participant – Intel Teach to the Future & Education Awards
Professional Training/Workshop – Management and Leadership skill Development, FUSST (23-24 July 2024)
Participant – Training Workshop on Pakistan Precepts, Standards and Guidelines for Quality Assurance in Higher Education on May 15-16, 2024
Participant – Training Workshop on Review of Institutional Performance and Enhancement (RIPE) on January 28, 2025

Awards & Recognition
· Performance Incentive – 26 November 2024
Awarded in recognition of significant contributions, achievement of goals, and consistent efforts that strengthened the university’s reputation.
· Performance Incentive – 21 November 2023
Granted for outstanding performance, goal attainment, and sustained efforts enhancing the university’s standing and operational excellence.
Personal Information
· Father’s Name: Muhammad Bashir
· CNIC: 37405-0433972-4
· Date of Birth: 01-Jan-1982
· Domicile: Punjab
· Nationality: Pakistani
· Marital Status: Single
· Languages: English, Urdu, Punjabi
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