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Objective:	To Apply my skills in the backdrop of my education and Professional skill and development of my organization, in addition to my career development
Personal										 
	Father’s Name			Khawaj Mir Shah					
	Date of Birth			15 June, 1982
  	C.N.C #			61101-1879781-7
	Nationality			Pakistani
	Domicile 			Islamabad 
	Languages			English, Urdu, Pashto 
	Email:				mattikhan1982@yahoo.com
[bookmark: _GoBack]
Academic Record
	Level
	Subjects
	Year
	Institution

	S.S.C
	Science Group
	1998
	Federal Board of Intermediate and Secondary Education, Islamabad.

	ICS
	Computer Science
	2001
	Federal Board of Intermediate and Secondary Education, Islamabad.

	BCS
	Computer Science
	2005
	Allama Iqbal Open University, Islamabad.

	MBA
	HRM
	2017
	Hamdard University 


Computer Skills
1. Microsoft Word
2. Microsoft Excel
3. Microsoft Power Point
4. MS Outlook Express
5. Networking Essential 
6. MS Out Look Express
7. O.S(Dos, Windows98/200/XP

Computer Courses:
· 3 Months Computer Course from The House Of Knowledge, Supper Market Islamabad.

· 3 Months Computer Course from Joher Institute of Information Technology Islamabad. 



Professional Experience

A. Superintendent Exams : National University of Medical Sciences (NUMS) Rawalpindi,      May 2017  to Date
· Acquisition of list of Internal/External Examiners and Tentative Date Sheet from   
    Constituent and affiliated Medical Colleges.
· Preparing and dispatching date sheets to Constituent/ Affiliated Colleges.
· Obtaining availability and confirmation of Examiners for initial Paper on telephone
· Issuance of Nomination letters to Examiners for Initial Papers.\
· Obtaining availability and confirmation of Examiners for final Paper moderation on 
     telephone.\
· Issuance of Letters to Examiners for Paper Moderation.
· Allotment of Roll Numbers to candidates of constituent/affiliated colleges.
· Preparation of admittance cards and attendance sheets of students.
· Packing and Dispatching Examination material to Constituent/Affiliated colleges i.e 
    Answer Books, MCQs Response Sheets, Extra Sheets and Superintendent File with  
           attendance sheet.
· Obtaining availability and confirmation of Examiners for Practical on telephone.
· Issuance of Letters to Examiners for Practical Examinations.
· Obtaining availability and confirmation of Examiners for paper assessment on telephone
· Issuance of letters to Examiners for paper assessment.
· Dispatching answer books to paper assessors.
· Drafting Minute Sheets and IONs
· Conducting NEB Examinations.
· Conduction National MDCAT Examination
· Conducting NUMS MDCAT Examination.
· Any other tasks assigned by the Controller of Examination and Deputy Controller of  
     Examination. 



B. Office Assistant Cum Computer Operator (Examination Department ) Hamdard University Islamabad Campus,      March 2007  May 2017

· Working in Hamdard University Islamabad Campus and Performed following Duties under the supervision of Director Administration.
· Carrying out typing works including reports, memos, general correspondence, etc.
· To manage all office work and manage filing system/documentation as well as list of files.
·  To install trouble shoot office automations.
· To install and trouble shoot computer hardware and software. 
· To make arrangements for service & maintenance of all office equipment
· Performing out station duties. Handle all routine correspondence and maintain files/data.
· Record minutes of the meeting held by the Director and circulate to all concerned.
· Prepare reports and returns of the institute and forward to the concerned office in time or as and when required / directed by the Director.
· Pass instructions of the Director as desired to other staff/employees working in the Institute / department
· Maintain log of engagements of the Director
· Remind the Director of the schedule of meetings or other events well in time.
· Coordinate with Admin/Asstt Admin Officer for any matter related to admin officer or assistance required from Administration.
· Attend telephone calls & massages meant for the Director and inform him accordingly.
· Any other special duty/responsibility assigned by the Director.
Examinations Department Experience 
· Preparing Award Lists of Semester System and annual systems
· Preparing Broad Sheets of Semester systems and Annual systems.
· Conduct Examinations
· Enter Results 
· Prepare Date Sheet of the Examinations
· Issuing Roll Numbers to the students
· Issuing Admit Cards to the students
· Deal with Unfair mean cases and re-checking cases.
· `Prepare final result of all students
· Assist Exam Coordinator with exam related duties.
· Assign duties to the invigilator 
· Photo Copies all Question Papers 
· Issuing Answers Sheets and Extra Sheets to the student
· Conduct Hourly, Mid Term and Final Examination.
· Any other task assign by Examination Coordinator.
Students Affairs Experience 

· Student Support & Advising: Guide students on personal, social, and academic matters, referring to counseling or disability services when needed. 
· Campus Engagement: Organize and oversee extracurricular activities, orientation programs, student government, and clubs to foster a vibrant campus community. 
· Student Conduct: Enforce school policies and disciplinary procedures to ensure a safe, inclusive, and respectful learning environment. 
· Administrative Operations: Maintain accurate records, manage departmental budgets, and coordinate with admissions, registrar, and academic departments. 
· Career & Wellness Services: Connect students with internship opportunities, career counseling, financial aid, and health/wellness resources. 

B. Office Secretary (UNICEF) – April 2006 to February 2007
Working in the SACOSAN Secretariat, National Environmental Action Plan – Support Programme, UNDP. Performing following duties under the supervision of Sub-Programme Manager/SACOSAN Coordinator.
· Internet and email operations. To manage all incoming and outgoing mail.
· To manage documentation, filing system and addresses & telephone indexes.
· To assist Sub-Programme Manager in organizing workshops/seminars.
· Screening visitors, telephone calls and answering queries.
· To install and trouble shoot computer hardware and software. To make arrangements for service & maintenance of all office equipment.
· Maintenance of all records and files.
· Carrying out typing works including reports, memos, general correspondence, etc.
· Management of appointments and meetings.

C.	Office Assistant – January-2004 to December-2005
· Worked in the Pakistan Education Foundation, Islamabad and Performed following duties under the supervision of Chairman.
· Incoming and outgoing correspondence management. To screen telephone calls and visitors.
· To manage filing system/documentation as well as list of files.
· To enter data with accuracy into databases for reporting to other agencies.
· To install and trouble shoot office automations.
· To coordinate actively in organization of seminars, meetings and workshops.
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