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Professional Summary
[bookmark: _GoBack]Dedicated and detail-oriented Data Processing Officer with over 10 years of experience in academic administration and examination data management. Committed to ensuring data accuracy, operational efficiency, and compliance with institutional standards. Recognized for strong analytical abilities, excellent coordination skills, and a proactive approach to problem-solving. Highly motivated to contribute to organizational success through precision, teamwork, and a positive attitude.
Education
Bachelor of Science in Computer Science — 2014
International Islamic University, Islamabad
Higher Secondary School Certificate (ICS) — 2010
Prince Suleman College of Science — 1st Division
Secondary School Certificate (Science) — 2008
PAEC Model School, Nilore, Islamabad — 2nd Division
Technical Skills
· Programming Languages: Java, C#, C++, C
· Web Technologies: HTML, CSS
· Database Management: Microsoft SQL Server
· Software Proficiency: Microsoft Office (Word, Excel, PowerPoint, Access)
· Project: PHP Chart Library (Final Year Project)
Professional Experience
Isra University, Islamabad Campus
Data Processing Officer — July 2015 – Present
· Manage and maintain comprehensive examination databases, ensuring data accuracy, integrity, and confidentiality.
· Prepare, update, and validate all result-related data for annual and semester examinations.
· Collaborate with departments and the Controller of Examinations to prepare examination date sheets and resolve scheduling conflicts.
· Oversee complete examination processing — from pre-exam preparations to post-result publication.
· Coordinate and supervise the organization of supplementary, summer, and improvement examinations.
· Generate and issue roll number slips upon verification of fee records from the Accounts Department.
· Handle student result verifications, degree issuance, and transcript management.
· Manage records of attendance, grades, and awards in alignment with university policies.
· Assist in investigating and resolving unfair means (UFM) cases in coordination with relevant committees.
· Ensure timely communication of examination schedules, results, and related notifications.
Core Competencies
· Data Accuracy & Confidentiality
· Database Management & Reporting
· Academic Administration
· Examination Coordination
· Team Collaboration & Communication
· Problem Solving & Decision Making
· Time Management & Multitasking
Personal Skills
· Excellent communication and interpersonal skills.
· Strong organizational and coordination abilities.
· Ability to manage multiple priorities under pressure.
· Quick learner with a proactive work ethic.
· Reliable team player with leadership potential.
Languages
· Urdu — Fluent
· English — Proficient
· Punjabi — Native
Hobbies & Interests
· Gardening and Pot Flowering
· Cooking and Home Decoration
