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	WORK EXPERIENCE
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	2014 - Present
	Assistant Manager ORIC

	
	Directorate of ORIC, University of Wah, Quaid Avenue, The Mall Wah Cantt, Pakistan.  http://uow.edu.pk/ 

	
	· Circulating call for research proposals to faculty.
· ISO coordinator for QEC Cell.  
· Compiled and present comprehensive documentation for the accreditation of engineering, management sciences, and the department of education.
· Organized a total of nine conferences within the university. Visited prestigious organizations such as the Pakistan Engineering Council (PEC), Pakistan Science Foundation (PSF), and HEC to secure financial assistance grants for conference. Skilfully prepared cases for reimbursement of conference expenses. 
· Successfully organized a series of workshops and webinars at the university.
· Successfully organized a series of Open House and Job Fair at the university.
· Prepared ORIC Scorecard case to HEC, and actively monitored the HEC Research Grants Management System (RGMS) for endorsement of projects.
· Maintained meticulous records of research publications, research projects, travel grants, and other related data.
· Attended online HEC orientations to stay updated with the latest trends and practices in higher education.
· Managed documentation and provided data for the annual auditor visit, including petty cash and inventory records.
· Contributed to the evaluation of research papers for promotion cases.
· Actively participated in data collection for Continuing Professional Development (CPD) initiatives

	
	· Maintaining and updating Research Publications data of UW and WEC
· Provide support in accreditation of MA Education in UW and interacted with NACTE and NBAEC team
· Supported in documentation and case preparation for registration of Directorate of QEC, University of Wah in Higher Education Commission Islamabad.
· Prepared the case of registration of Directorate of ORIC, University of Wah with Higher Education Commission.
· Visited Higher Education Commission Islamabad, Pakistan Science Foundation Islamabad and Pakistan Engineering Council for collaboration in MDSRICs.
· Collection and Dissemination of University of Wah Journals.
· Annually prepare ORIC Scorecard and Reimbursement case of MDSRIC for HEC. 
· Maintain research projects record and travel grants record.
· Check plagiarism of research papers to be published in MDSRIC.


	
	

	2012-2014
	Teacher Secondary School

	
	The City Model Secondary School, New City, Phase – I, Wah Cantt, Pakistan

	
	· Teaching Mathematics, Computer and Physics of Secondary Classes.
· Composing Papers for First, Second and final terms exams.
· Write letters to Federal Board Islamabad and prepare date sheet and Notices.
· All function organizer 

	
	

	2005 - 2008
	Computer Manager

	
	Christian Hospital Taxila, Faisal Shaheed Road, Taxila, District Rawalpindi. Pakistan

	
	· Maintaining files of computers
· Computer operating
· Management and Payroll
· Data Entry
· Public Dealing
· Cash Dealing
· Inventory
· Software updating
· Electronic Cash Registers machines updating
· Processing pay slips for all the employees
· Process payment for the cleaners (Daily wagers)
· Attending walk-in visitors
· Handling reception phone calls
· Prepares Pension and Old age letters
· 

	
	



	EDUCATION AND TRAINING
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	2017-2020


	MS in Computer Science (18 Years Education)
	

	
	University of Wah, Quaid Avenue, The Mall Wah Cantt, Pakistan.  

	2002-2007

	BS in Computer Science (16 Years Education)

	
	Paramount College, Wah Cantt, Pakistan.  



	Mother tongue(s)
	Urdu

	
	

	Other language(s)
	UNDERSTANDING 
	SPEAKING 
	WRITING 

	
	Listening 
	Reading 
	Spoken interaction 
	Spoken production 
	

	English
	A1/2
	C1/2
	A1/2
	A1/2
	C1/2

	
	

	Punjabi
	Enter level
	Enter level
	Enter level
	Enter level
	Enter level

	
	             C1/2                               A1/2                                C1/2                               C1/2                                 A1/2

	
	Levels: A1/2: Basic user - B1/2: Independent user - C1/2 Proficient user
Common European Framework of Reference for Languages



	Communication skills
	· Good communication skills gained through my experience 



	Organisational / managerial skills
	· I have been the integral part of research department in University of Wah and Business Office at Christian Hospital Taxzila
· Conference Coordinator in Organization of 7 international conferences.

	Job-related skills
	· Managed documentation and provided data for the annual auditor visit, including petty cash and inventory records
· Contributed to the evaluation of research papers for promotion cases of Professor and Associate Professors



	Computer skills
	· Software and Hardware Handling, Good command of Microsoft Office, Inpage, Adobe erc



	Other skills
	· Strong Administration, Professional skills
· Knowledge about the local culture.
· Ability to work in a team.
· Good Interpersonal Communication Skills




	Driving licence
	LTV:





	References
	References shall be provided on demand  
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