Junaid Shoaib Mirza
House No. 244/A, Street 4, Main Palm City Road (In front of Masha Allah Hotel) Khayaban e Tanweer, Chaklala Rawalpindi
  (+92)-345-5894084 / (+92)-345-5159569
junaidsmirza@gmail.com

Dedicated and detail-oriented educational administrator with 18+ years of experience in managing academic and examination operations. Proven expertise in coordinating exam schedules, ensuring regulatory compliance, handling confidential data, and streamlining administrative processes to support institutional goals. Strong background in record management, and cross-department collaboration. Committed to maintaining academic integrity and improving operational efficiency in fast-paced educational environments along with the experience as P.R.O in Beaconhouse School System Gulshan Middle-II Branch Karachi.

Professional Experience
ISRA UNIVERSITY, ISLAMABAD CAMPUS 
Examinations Officer – October 2017–to date 

· 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 coordinator regarding applications for examination Access.
· Observing and implementing prior & post examinations protocols.
· Issuance of roll no slips as per record of fee and clearance provided by the accounts department.
· Correspondence with the department in case of Unfair Means / cheating, announcing the committee for resolving the issue.

BEACONHOUSE SCHOOL SYSTEM-GULSHAN MIDDLE-II
Parent Relations Officer from November 2014 – September 2017 

· Acted as the primary liaison between school administration and parents, ensuring clear, professional, and timely communication.
· Handled parent queries, feedback, and concerns with empathy and efficiency, fostering strong relationships and trust.
· Coordinated parent-teacher meetings, school events, and orientation sessions to enhance parent engagement.
· Supported the admissions and academic teams by maintaining updated student records and providing accurate information to families.
· Improved the flow of communication by streamlining digital and in-person communication channels.
· Contributed to maintaining a positive school image by resolving conflicts and ensuring high standards of customer service.
· Assistance of Headmistress / Principal in student related problems including discipline, academic and attendance.
· Completion of class attendance registers on daily basis on account of class teacher on BEAMS.
· Providing information and invitation to the parents in regard of any upcoming ceremony, event and function in the branch.
· Providing monthly student record to the School Group Head at SGO-II.

ISRA UNIVERSITY, ISLAMABAD CAMPUS 
Examinations Officer – January 2011 to April 2014 
· Maintaining examinations’ protocols to avoid unfair means.
· Meeting deadline of result announcement for the students wants to apply for re-sit / improvement who failed to clear.
· Database entry of new students and result after exams for current students.
· Correspondence with the department in case of Unfair Means / cheating case and announcing the committee for resolving the issue.
· Providing Provisional Grade Reports to the students as and when required.
· Maintaining database of awards, attendance and issuance of transcripts and grade reports.

ALNOOR REFRACTORIES (PVT) LTD, RAWALPINDI
Accounts officer– December 2008 to December 2010
 

JEEWAJEE (PVT) LTD, RAWALPINDI
Admin and Accounts officer– October 2007 to December 2008
 
· Assistance to MD in all the administrative matters regarding new order, maintenance and placement of the different teams.
· Keeping record of all the relevant activities took place in t eh month for quality assurance.
· Maintaining accounts register and book keeping record with manager accounts.
· Weekly review of all the bank statements.
· Keep all record of documentations for all the imports.
· Filling and signing of Form-I on behalf of the company.
· Arrangement of Payment as well as reception of amount up on the maturity of any running L/C
· Correspondence with bank for L/C opening.
Educational qualification
Master of Business Administration
Sarhad University of Science & Information Technology –Session 2009

Bachelor of Business Administration
Sarhad University of Science & Information Technology –Session 2007

H.S.S.C 
F.B.I.S.E –Session 2001

S.S.C 
F.B.I.S.E –Session 1999

Computer knowledge
MS Office, Windows, In-page, Email, Installation and Trouble Shooting

certifications
· Freelancing 
· Data analytics & Business Intelligence
· QuickBooks (undergoing)
 
paticulars
Father’s Name:	Shoaib Mirza Maham Ud Din
Marital Status:		Married
D.O.B:			17-June-1982
Gender:		Male
Cell:			03455894084 / 03455159569
CNIC #:		37405-3247673-3
Residence: 		House No. 244/A, Street 4, Main Palm City Road (Infront of Masha Allah
Hotel) Khayaban e Tanweer, Chaklala Rawalpindi



References will be furbished on request.
