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Professional Summary
Dedicated and detail-oriented finance and administration professional with over 12 years of experience in academic administration, financial operations, and coordination roles. Demonstrated expertise in managing accounts, operations, and administrative systems. Proven ability to lead teams, optimize workflows, and support strategic initiatives in fast-paced educational and corporate environments. Currently serving as Assistant Manager (Coordination) at FAST National University of Computer and Emerging Sciences.
Work Experience
Assistant Manager (Coordination) | FAST National University of Computer and Emerging Sciences
Duration: 1 Jan 2025 – Present
Currently working on AACSB accreditation processes including documentation, faculty qualification metrics, and assurance of learning.
Liaising with department heads and faculty members to ensure compliance with AACSB standards.
Compiling data and drafting reports for accreditation visits and university leadership.
Participate in University Selection Board for Permanent and Visiting Faculty.
Manage documentation for the Board of Studies and Board of Faculty meetings.
Oversee faculty hiring processes, including organizing interviews with the selection committee and preparing relevant documentation.
Prepare faculty workload reports for both permanent and visiting faculty.
Department Secretary | FAST School of Management, FAST National University of Computer and Emerging Sciences
Duration: 1 Sept 2021 – 31 Dec 2024
Led NBEAC accreditation documentation and compliance processes.
Maintained academic and faculty records, supported QEC data collection.
Organized departmental meetings, maintained official communication, and assisted faculty with administrative tasks.
Accounts and Operations Manager | Park Lane Hospital, Double Road, Rawalpindi
Duration: 1 May 2021 – 30 Aug 2021
Managed hospital accounts, vendor payments, and staff payroll.
Streamlined operational processes and improved reporting efficiency.
Manager Accounts and Administration | Abdul Aziz Campuses, Allied Group of Schools, Rawalpindi
Duration: 8 Sept 2014 – 30 Mar 2021
Supervised accounts and admin teams across four campuses.
Prepared financial reports and handled budgeting and expense control.
Finance Executive | Komkonsult (Pvt) Ltd.
Duration: 26 Nov 2012 – 30 Apr 2014
Prepared project budgets and reconciled project accounts.
Assisted in financial reporting and internal compliance checks.
Internal Auditor | Pac International Pvt Ltd., Islamabad
Duration: 4 Dec 2011 – 10 Apr 2012
Performed internal audits and risk assessments.
Prepared audit reports with recommendations for process improvements.
Junior Lecturer | Lahore School of Accountancy and Finance, The University of Lahore, Islamabad
Duration: 1 Jul 2011 – 27 Oct 2011
Taught undergraduate courses in accounting and finance.
Assisted in curriculum development and student mentoring.
Education
M.Phil in Accounting and Finance | Lahore School of Accountancy and Finance, The University of Lahore, Islamabad
CGPA: 3.83/4.00 | Duration: 26 Feb 2011 – 23 May 2016
Bachelor of Business Administration (HONS) in Finance | University Institute of Management Science, PMAS-AAUR, Rawalpindi
CGPA: 3.78/4.00 | Duration: 19 Sep 2006 – 28 Aug 2010
Higher Secondary School Certificate | FBISE, Wah Cantt
63% | Duration: 17 Aug 2004 – 31 Jul 2006
Secondary School Certificate | RBISE, Sohawa, Jhelum
66% | Duration: 3 Mar 2002 – 30 Jun 2004
Research & Publication
Co-integration between gold prices and inflation price: An empirical study on G-8 economy, published in Asian Journal of Educational Research and Technology, Volume 6, Number 1, April 2016.
Skills
• MS Office, SPSS, STATA, E-Views
• QuickBooks, PeachTree
• Strong coordination and administrative capabilities
Languages
• Urdu (Native)
• Punjabi (Native)
• English (Proficient - C1 Level)
