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Hamid Ayub
Email: hamidayub.80@gmail.com

Cell:     +92-333-4409624, +92-321-9941770
OBJECTIVE
Dedicated and detail-oriented professional with extensive experience in examination administration, academic coordination, and operational management. Seeking a challenging position in an academic or administrative setting where I can leverage my strong organizational skills, leadership abilities, and broad operational background to contribute effectively to institutional excellence and continuous improvement. 

CURRENT EXPERIENCE
MARCH 2022 – TILL DATE
ISRA UNIVERSITY
ISLAMABAD
EXAMINATION OFFICER
· Scheduling and communication of examination timetables and room plans.
· Submission of entries, accurately and on time as per the examination protocol.
· Recruitment and management of invigilation team.
· Ensuring efficient management and supervision of the exam room environment.
· Management of the results communication process.
· Liaison with the Academic Officer with regards to exam rooming and timetables.
· Oversight and smooth running of all internal university exams.
· Direction and training of staff assisting during exam period.
· Responding to students’ and parents’ enquiries with regards to exams, degrees & transcripts.
· Preparing semester, annual and final provisional result reports and printing.

· Coordinating with the department’s co-ordinator regarding applications for examination Access.
· Arrangements over the academic year to support the Access Arrangements.
PREVIOUS EXPERIENCE

	Jan 2021- Mar 2022
	Salesman
	Banday Garments
	Rawalpindi

	Oct 2020- Dec 2021
	Operation Officer
	Canadian High Commission
	Islamabad

	Mar 2014 - July 2020
	Radio Operator
	Australian High Commission
	Islamabad

	Jan 2014- Mar 2014
	Operation Manager
	Askari Guards Pvt. Ltd.
	Rawalpindi

	Jun 2013- Nov 2013
	Senior Sales Officer - Lighting
	Philips
	North Region

	Sep 2012- Jun 2013
	Processing Officer
	Faysal Bank Ltd
	Islamabad

	Jan 2012- Sep 2012
	Regional Admin
	Egyptian Pakistani Telecom Services
	Islamabad

	Jul 2011- Dec 2011
	Assistant Accountant
	Behria Town Pvt. Ltd
	Rawalpindi

	Feb 2009 - Dec 2010
	Computer Operator (Part-time)
	Aluminium Masters
	Rawalpindi

	Mar 2008- Oct 2010
	Credit Support Analyst
	NIB Bank Ltd.
	Rawalpindi

	Jan 2008- Mar 2008
	School Manager
	Roots School System
	Rawalpindi

	July 2007- Dec 2007
	Forex Trading Consultant
	Havest International
	Lahore

	Mar 2005- Mar 2007
	Proprietor
	Ayub & Sons, Tullo Ghee
	Taxila, Rawalpindi

	Mar 2004- Sep 2004
	Sales Coordinator
	Coca Cola Beverages Pak Ltd
	Lahore

	2001- Dec 2003
	Proprietor
	Net Valley, Internet Club
	Peshawar


SKILLS & EXPERTISE
· Examination scheduling, coordination, and result management
· Strong administrative and operational support capabilities
· Effective leadership and team supervision skills
· Clear communication and stakeholder liaison experience
· Proficient in Microsoft Office, Windows OS, SEO, and blogging tools
· Excellent multitasking, problem-solving, and adaptability
· Responsible, confident, and able to work independently or in teams
EDUCATION
· 2005 - 2007       
M.B.A      
National University of Modern 




Languages, Islamabad.                           
1st Div
· 1999 - 2002        
B.C.S         
Allama Iqbal Open University 


                                                                
Islamabad. 
1st Div

· 1996 - 1998        HSSC          
H.I.T Degree College, Taxila.
2nd Div

· 1994 – 1996
SSC         
F.G High School no. 7, Wah Cantt. 
2nd Div
REFERENCES
Will be furnished upon request.                                                                         
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