Saqib Raza
Rawalpindi, Pakistan • Tel: + (92) 314 5515686 • Email: saqibmalik01@hotmail.com 
• LinkedIn: https://www.linkedin.com/in/saqib-raza-05941912a/ 
____________________________________________________________________
Experienced and resourceful Manager with a Master degree in International Relations. Offering more than 9 years’ experience in administrative and organizational skills including executive support, office management, recruitment and selection, employee records and documentation, handle queries, interoffice correspondence and coordination, operation management and customer services/support.

[bookmark: _Hlk65230104]RELEVANT SKILLS

· Computer skills: Microsoft Office (Word, Excel, PowerPoint), Database Management, Office Management Software (RPS and OAS)
· Technical: Technical Troubleshooting, Installation of Windows/Software, MCQs/SEQs Databank Server, LTV Driving License 
· Professional/Social: Organizational, Resource Management, Customer Services, Teamwork, Research Assistance, interpersonal, Leadership, Problem-solving, Project-Management
· Languages: English (Advanced), Urdu (Fluent), Punjabi (Native/Bilingual)

WORK EXPERIENCE

2020 – current   	Manager Examinations	NUMS				Rawalpindi (Pakistan)
· Maintain secrecy and secure exam papers and documents.
· Coordinate with respective departments to facilitate the moderation process.
· Manage and control the printing of exam question papers.
· Fulfill administrative and logistical requirements to the examination department.

2018 – 2020	   	Assistant Controller		BPGC (W)			Rawalpindi (Pakistan)
· Control/administration of examination and admission section.
· Maintain comprehensive and confidential student records and databases.
· Prepare files for registration/ enrollment of fresh students.
· Support the COE in organizing and managing examination activities.
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2016 – 2018	   	Incharge Control Room	AQSA Security Guards 	Rawalpindi (Pakistan)
· Liaison with clients to rectify their issues.
· Report to Deputy Director Ops for any suspicious activity.
· Ensure safety of goods and personnel.
· Assist HR department in staff recruitment and maintain attendance record.

2014 – 2016	   	Admin cum HR Assistant	UGOOD			Islamabad (Pakistan)
· Organize and schedule meetings and appointments.
· Reply to email and telephone inquiries.
· Prepare memos, circular, IONs and letters.
· Facilitate HR manager in recruitment process.

EDUCATION
2014-2016	M.Phil. International Development Studies		IQRA University (Islamabad, Pakistan)                                                        Majors: International Development Theories, International Migration, Public Policy, Governance and Development, Conflict and Peace Studies

2011-2013	MSc International Relations				NUML University (Islamabad, Pakistan)                                                       
	Majors: International Law and Organization, International Political Economy, Foreign Policy and 	Diplomacy, International Migration and Politics

TRAININGS AND CERTIFICATIONS
	 
· E-Pak Acquisition and Disposal System (PPRA)
· Semester System Guidelines (IIUI, HEC)
· Research Toolkit (Rutgers WPF)
· PGD-IT (KCMS Academy)
· English Level II (NUML University)
