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  Mr. Jawad Ahmed Warraich

            Date of Birth
19th Dec,1989
Father’s Name
        Faiz Ullah Warraich 

Marital Status
Married
Nationality     
Pakistani

CNIC #
34101-0248686-9

Present Address
House no 149 G, Street no 34, I-8/2, Islamabad 


               E-mail
jawadahmad615@gmail.com
jawad.warraich615@gmail.com





Mobile #
    0304-5436819
    0343-6310166

           

	

Curriculum Vitae

Objective:	

To join an upwardly organization where my hard work, sincerity and dedication proves not only for boosting my intellect but also satisfy my quest to serve along with clear indication towards successful career. 

Qualification:	

M Phil (Mass Communication)                                           2017-2020

AIOU, Islamabad                                                           


MSC (Mass Communication)                                              2010- 2012

NUML University, Islamabad                                              


Graduation

Graduation in Journalism                                            2007- 2009

University of The Punjab, Lahore        
                                          

Intermediate                                                                  2005- 2007

FSC (Pre- Medical)
Govt. Degree College, Gujranwala

Matriculation                                                                 2003- 2005

Q.D.P.S. School, Gujranwala                                                            

Language Proficiency:	

Command over 
· English 
· Urdu 
· Punjabi

Computer Skills:
· 4 Months Computer Certificate in Information Technology from
      Christian Technical Training Centre, Gujranwala.
· E-Mail
· Net Searching for Educational assignment 
· MS Office
· Use of Different Social Media Apps 


Experience:
· 3 months internship in “Punjab Youth Internship Program” as a “Teacher” in Govt. High School, Ratta Bajwa, Gujranwala.

· 2 months internship in “News One TV Channel”, Gujranwala. 

· 11 Years experience in “Foundation University, School of Science and Technology”, Rawalpindi as “Executive Assistant” to the Manger Student Affairs and the Dean FMS Office. (From December, 2014 -  Till Date)   
My job responsibilities   As the Executive Assistant to the Manager Student Affairs, I am responsible for managing the student admissions process, including reviewing applications, coordinating about test/interviews, and ensuring timely enrollments. I am responsible for maintaining, updating, and managing student records and databases in an accurate and confidential manner. My role involves handling student registration processes, including course enrollments, record verification, and data entry using student management systems. I regularly respond to student queries related to registration, academic records, and other student services, ensuring clear communication and timely resolution of issues. 
In addition, I assist in preparing reports related to student registration, attendance, and academic records to support departmental and administrative decision-making. I ensure that all student services and registration activities comply with university policies, procedures, and regulatory requirements. I provide guidance and support to students regarding academic programs, campus resources, and university policies, which help enhance student engagement and satisfaction. I support the organization and coordination of student-related events, orientations, and activities, contributing to a smooth and positive student experience. I also respond promptly to student inquiries and concerns and contributed to promotional initiatives aimed at attracting prospective students and strengthening the university’ outreach.  I also provide academic and career counseling to students, guiding them in making informed decisions about their educational and professional paths by understanding their interests, strengths, and aspirations. Through my experience, I have developed strong organizational, administrative, and record-keeping skills, along with the ability to manage multiple tasks efficiently in a fast-paced academic environment. I possess excellent communication and interpersonal skills, allowing me to work effectively with students, faculty, and administrative staff. 
[bookmark: _GoBack]In my previous role as Executive Assistant to the Dean, I provided comprehensive administrative and operational support to ensure the smooth functioning of the Dean’s Office. I worked closely with the Dean to facilitate regular communication and effective coordination between the Dean, faculty, and students, fostering a collaborative and supportive academic environment. My role included maintaining an open line of communication with students and faculty members, addressing their concerns promptly, and ensuring they receive the necessary assistance and guidance. I collaborated with teachers, parents, and administrative departments to support student growth and resolve academic or personal issues. 
[bookmark: _7ddcn3q2a2r4]Interests:   

             Reading books, magazines, newspaper and business articles,
             watching movies  playing cricket and travelling. 




References:   
                       Dr. Nadeem Ahmed Awan
                       Designation: Assistant Professor
                       Mobile No: 03115560776
                       Address: Foundation University, School of Science and           
                       Technology, Faculty of Management Sciences, Department 
                       of Business Administration, Rawalpindi



                       Dr. Sajjad Hussain
                       Designation: Associate Professor
                       Mobile No: 03100279269
                       Address: Foundation University,  School of Science and           
                       Technology, Faculty of Management Sciences, Department 
                       of Business Administration, Rawalpindi 
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