
PERSONAL PROFILE

Highly organized and proactive Executive Assistant with
experience support ing academic administrators in
managing schedules, documentat ion,  and university
operat ions.  Ski l led in coordinat ing communicat ion between
faculty,  students,  and departments while maintaining high
standards of confidential i ty and eff iciency.

EDUCATION

Internat iona l  I s lamic  Univer s i ty  I s lamabad  ( 2024-2026)

B A C H E L O R S  O F  S C I E N C E  I N  E N V I R O N M E N T A L  S C I E N C E

Government  Co l l ege  Univer s i ty ,  Lahore  ( 20 19-2023 )

WORK EXPERIENCE

E N V I R O N M E N T A L  L E G A L  I N T E R N  

Environmenta l  Pro tec t i on  Agency ,  Lahore  

Identif ied ways to control  and reduce environmental
impacts and presented ideas to management for wider
project rol lout.  
Collected and analysed data from hazardous waste
management studies to form opinions on improvement
strategies.

E N V I R O N M E N T A L  O F F I C E R  

Pak  Green  Enviro  Eng ineer ing  Pvt .  L td  Lahore  

Stayed up-to-date with environmental developments,
promptly br ief ing internal and external colleagues and
cl ients on changes. 
Worked with other professionals to help businesses fol low
sustainable practices to minimise damage to surrounding
environment.  

ASSITANT EXECUTIVE

R I M S H A  T A N V E E R

03350635003 

r imshatanveer55@gmail .com 

LinkedIn Prof i le

C O N T A C T

P E R S O N A L  S K I L L S

Adaptabi l i ty and
Flexibi l i ty

Team Collaborat ion

Event & Conference
Coordinat ion

Confidential i ty and
Professional Ethics

S O F T W A R E
K N O W L E D G E

MS Off ice Suite

Video Conferencing
Tools

E X P E R T I S E

Administrat ive & Off ice
Management

Executive & Academic
Support 

Communicat ion &
Coordinat ion

Time Management &
Problem Solving

Rawalpindi, Pakistan

MASTER OF PHILOSPHY IN ENVIRONMENTAL SCIENCE

B O O T C A M P  T R A I N E E

Sus ta inab l e  Deve lopment  and  Po l i cy  Ins t i tu t e ,  I s lamabad
Learned about Green Ski l ls for Green Careers in
collaborat ion with Is lamic Rel ief Pakistan and many other
highly nat ional and internat ional professionals.


