

[bookmark: _5x0d5h95i329]Shawal Malik
Moh. Latifal Naushera, Distt. Khushab, Punjab, PK
+92 333 6546804
shawalmalik67@gmail.com
[bookmark: _inx73jfg7qti]OBJECTIVE
Driven and detail-oriented professional with experience in administrative support and coordination roles, seeking to contribute to a growth-focused team. Skilled in communication, organization, and multitasking to deliver consistent results. 
[bookmark: _5sh58lh512k2]Professional EXPERIENCE
[bookmark: _mu43qcboozqe]ILM Group of Colleges,  Jauharabad - Program Coordinator
March 2024 - PRESENT

· Guided prospective students by providing detailed information about programs, courses, and admission requirements.
· Assisted in marketing efforts to attract potential students.
· Managed the admission process, ensuring accuracy and compliance.
· Collaborated with teams to streamline the admission process.
· Ensured the registration process and semester enrollment of students.
· Organized admission events to enhance student engagement.
· Coordinated with academic and administrative teams to ensure a seamless onboarding process.
· Created and shared class schedules and exam date sheets with students and faculty on time.
· Responded to student queries and resolved concerns with support from relevant departments.
· Regularly updated course content and student records using the university’s LMS and CMS systems.

[bookmark: _pwnp1k6vsbh1]EDUCATION
[bookmark: _jpv9v4b642w5]Foundation University, Islamabad - BS English
2024
[bookmark: _kmaryygh5fgw]Fauji Foundation College, Naushera - FSC
2018
[bookmark: _la8cjje5w3iw]Jinnah Grammar School, Naushera - Matriculation
2016
[bookmark: _nryduvc1e0xf]Skills
· Strong organizational and time-management skills
· Exceptional communication and interpersonal skills
· Ability to work independently and as part of a team
· Detail-oriented and able to handle multiple tasks simultaneously
[bookmark: _jmnkjoq3rxra]Tools
· Google Workspace Tools (Google Sheets, Docs, etc.)
· AI tools (ChatGPT)
· Microsoft Office
[bookmark: _13wlzs96szz5]Languages
Urdu, English

