AYESHA MUQEET
📍 Rahim Yar Khan, Pakistan | 📞 0330-3899993 | ✉️ ayesha.mqt@gmail.com
CAREER OBJECTIVE
A motivated and detail-oriented professional with a strong background in education, administration, and coordination. Leveraging experience in teaching, project management, and HR operations, I aim to contribute to an organization’s success through effective planning, communication, and leadership. Dedicated to maintaining organizational efficiency, staff engagement, and quality performance in all administrative and coordination functions.
EDUCATION
BS in Education

Fatima Jinnah Women University, Rawalpindi —2017-2021
ADP in Computer Sciences

Superior University, Rahim Yar Khan — 2022-2024
PROFESSIONAL EXPERIENCE
Visa Consultant (Sales & Marketing)
Gold Touch Visa Consultants, Islamabad — 2024–2025
- Assisted clients in visa application processes and academic consultation for study abroad programs.
- Managed sales inquiries, client documentation, and follow-up communication.
- Contributed to achieving monthly sales targets through effective client engagement.
Project Coordinator
SOS Village, Islamabad — 2021
- Coordinated community education and development projects.
- Facilitated communication between departments and ensured timely project deliverables.
- Supported administrative functions and maintained project documentation.

Teacher & Coordinator
Government Boys School, Yazman — 2020–2021
- Developed and implemented lesson plans in alignment with curriculum standards.
- Managed classroom activities, student performance, and parent-teacher communication.
- Assisted school administration with event coordination and scheduling.
Vice President (Student Club)
Superior University, Rahim Yar Khan — 2023
- Led student initiatives, events, and awareness campaigns on campus.
- Coordinated team activities and represented student body in university events.
CORE SKILLS
• Human Resource Management
• Office & Administrative Coordination
• Recruitment & Onboarding
• Team Leadership & Communication
• Project Coordination
• Training & Development
• Curriculum Design & Lesson Planning
• Student Counseling
• Microsoft Office (Word, Excel, PowerPoint)
• Learning Management Systems (LMS)
• Report Writing & Documentation
• Problem Solving & Time Management
LANGUAGES
English — Fluent
Urdu — Native
REFERENCES
Available upon request
