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	    Shumaila        aslam
Personal Information
PHONE:      0308-8273335
EMAIL:       shumailaa.aslam@gmail.com
Address:      H. # KH-1756, ST. # 6, Habib
                     Colony, Westridge III, RWP 
Profile
A meticulous and dedicated Assistant Manager with experience of managing examination management, strategic planning and financial initiatives to advance institutional objectives. 
Education
MS Business Administration         2018         Fatima Jinnah Women University, Rwp Bachelors in Business Studies       2016
Fatima Jinnah Women University, Rwp
B.com                                               2014         
Punjab University, Lahore
Acheivements
·  Awarded Silver Medal in MS 
  Business Administration (Finance)
· Awarded Silver Medal in BBS degree
Technical skills
MS Office (Word, Excel, Power Point)
SPSS, EVIEWS, QuickBooks & AMOS
Interpersonal skills
· Proactive,
· Punctuality
· Adaptability
· Team Work
· Office Management
	
	Professional Experience
Assistant Manager (Examination)
June 2024-Till Date 
National University of Medical Sciences, Rawalpindi 
· Managed moderation task of multiple academic and professional courses, ensuring compliance with quality assurance policies and adherence to curriculum requirements. 
· Coordinated data bank projects, managing timelines, stakeholder communication and workflow integration to ensure accurate data collection, validation and secure reporting.
· Involved in following activities conducted by NUMS, Rawalpindi
- National MDCAT 
- NEB Exam 
Assistant Manager (Planning & Development) 
Sep 2018-Oct 2021
National University of Medical Sciences, Rawalpindi 
· Contributed in financial modeling for preparation of PC-I of proposed and ongoing projects.
· Collaborated with management in the preparation of business and strategic plans, technical reports, feasibility studies and departmental presentations.
· Research and financial analysis for current and upcoming projects.
· Collect and acquire data, analyze and process it into presentable formats.
· Provided support in the planning and scheduling of project timelines and milestones using appropriate tools.
Research Associate Jun-Oct 2017 
Fatima Jinnah Women University, Rawalpindi
HEC sponsored project “Creating and Strengthening the Awareness of Financial Linkages among the Young Women Entrepreneurs in the Rural Areas of Rawalpindi District” under the Social Integration outreach program 2017.
· Liaison and assistance in organizing and conduction of pre and post training sessions
· Assistance in report writing of the project
Certification
· QuickBooks Training Certificate      
Digi skills of Ministry of Information and Technology
· University Management Training
National University of Medical Sciences, Rawalpindi 
· Workshop on Enhancement in Professional Integrated Communication
National University of Medical Sciences, Rawalpindi 
· Appreciation Certificate for Organizing Entrepreneurship Fair 
Fatima Jinnah Women University, Rawalpindi
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