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Name:
Ambreen Arshad
Phone:
03138602217
03129427273
Nationality:
Pakistani
Email:
Ambreenarshad223@gmail.com
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SKILL HIGHLIGHTS
· Proficient in MS Word and Excel.
· Ability to teach in both Urdu and English.
· Communication skills.
· Teamwork.
· Observation skills and critical thinking.
· Innovative thinking.
· Commercial awareness
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Bachelor: BS Hons in Environmental Sciences Fatima Jinnah women university ,Rawalpindi.
Master: MS in Project Management 
[bookmark: Work_Experience]  Riphah International  University.
WORK EXPERIENCE
World Wide Fund
· Worked as an Environmentalist in world wide fund(WWF) for nature .
· Promoted water conservation in namli maira (kpk) with the help of campaign.
· Completed required work on time.
National highway authority
· worked as an environmentalist in national high authority (NHA) In environmental section.
· conducted public hearings.
· Prepared and Reviewed environmental impact assessment reports.
The Skylark School
· Worked as an coordinator in skylark school.
· Supervised the day to day operations of the school.
· Organized school events and activities.
· Answered phone calls and emails.
· Performed office administration tasks such as filing, record keeping and data entry.
· Arranged meetings and Prepared reports.

National University of Medical Sciences (NUMS)

· Currently working as an Assistant Manager in Registrar Office of National University of Medical Sciences (NUMS).
· My work place engagements include assisting in managing student admissions, registration, and academic records. 
· Coordinate with internal departments and external regulatory bodies like the Higher Education Commission (HEC) and Pakistan Medical and Dental Council (PM&DC). 
· Maintaining simple Record of incoming and outgoing mail including (Date, Sender/Recipient, Subject & any other relevant notes) in office mail register. 
·  Processing of cases regarding students’ migration, cancellation, withdrawal and freezing.
· Assisting in student registration processes of the students of Constituent & Affiliated Colleges of UG and PG Programs
· Preparing and maintaining of files/folders separately for all Colleges & other Institutions (internal & external).
·  preparing and maintaining of student dossiers, ensuring accurate and up-to-date records..
· Verification of Certificates, Scrutiny of Students’ admission documents, and maintaining NUMS student registration portal (online)
· Scheduled meetings, prepared minutes of meetings (MoMs), and maintained accurate meeting records. 
· Any other task assigned by Registrar / Dy Registrar


