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  IMRAN SHAHZAD
                        
Address       :  Aslam Colony Chakri Road, Dhumial Camp 
                      Rawalpindi, Pakistan
Contact  No  : +92-333-3158132
 Email          : ishahzad19@gmail.com
 DOB           : October 26, 1979

About Me:	

 I am enthusiastic, reliable, responsible and hardworking person. I am an excellent team worker and able to take instructions from all levels and build up good working relationships with all fellows.


OBJECTIVE:		

Aspiring for Engineering, Administration, Security related career, preferably Maintenance/ Management utilizing my earned experience and skills in order to attain organization’s goals


EDUCATION:

· MBA(Management)	Virtual University of Pakistan	2010    2.8 GPA
· B.A.			University of Karachi		2003    2nd Div
· FSc Tech/board		PAF School of Aeronautics		1999    1st  Div
· DAE (Mech)                PAF School of Aeronautics	1999    1st  Div
· SSC/ Matriculation	BISE, Rawalpindi			1995    1st  Div


COURSES:
		
· Computer Software & hardware basic course 
· Nuclear, Biological, Chemical Protection, Damage Control and Fire Fighting (NBCD) Course 
______________________________________________________________

SKILLS:

· Fire Fighting:		Adequately trained and regularly practiced fire hazard prevention on the aircraft / Flight Line.
· Communication:	Good communication skills, facilitated foreign technicians working at flight line
· Managerial Skills:	As a Non Commissioned Officer and line operator managed and led the unit personnel / technicians for military drills / aircraft maintenance.
· Computer Skills: 	MS Office (Word, excel, Power Point etc)
______________________________________________________________




EXPERIENCE:
Assistant Manager  – NUMS University  
· May 2017 to till date   
· Duties perform in NUMS as Assistant Manager in Admin & HR Dte, main duties as under: -
· Handling of operation matter in HR Dte
· Contract renewal board proceedings & maintain data of employee. 
· Maintain leave record of employees
· [bookmark: _GoBack]Prepare data for scrutiny and manage Recruitment & Selection board meetings
· Receiving agenda items from committee members 
· Circulating agendas and reports 
· Circulating approved minutes and update their progress
· Keep & up-to-date all contact details (i.e. names, addresses and telephone numbers) for the liaison purposes
· Filing minutes and reports for data record
Accountant/ Office Assistant – Bahria Foundation 

· April 2015 to May 2017 as Accountant Office Assistant in Bahria Foundation Colleges.
· To maintain the record of all students, parents and visitors.
· Prepare the files of students and maintain the admission register. 
· Maintain college monthly accounts and fee vouchers issued
· Assigns work, provides direction to staff and ensures that assigned tasks are completed. Ensures effective and appropriate clerical staff coverage.
· Maintain the record of all manpower and their regarding information’s. 
· Responsibility of maintain the building and all machinery equipment. 
· Managed workshops & Projects briefs and Meeting with other organizations.
Petty Officer – Pakistan Navy
· 1999-2015 served in Pakistan Naval Aviation including perform duties as Assistant Secretary with Deputy Chief of Naval Staff Projects

· To perform duties with Assistant Secretary and protocol with DCNS
· Liaison with projects manager and daily progress update with DCNS
· Making call on with other organizational heads
· Organize project brief and maintain data for future updating
Achievement

 Appreciation letter from Deputy Chief of the Naval staff Projects – II (Naval Strategic Force Command)

I hereby declare that above said information is true and to the best of my knowledge. I have all Academic and Professional Documents which show you on demand.
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