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EXECUTIVE PROFILE
Accomplished Higher Education Institution Administrator with over 18 years of progressive leadership in university administration, regulatory compliance, human resource management, and institutional governance. Highly adept at directing large-scale operations, implementing institutional policies, and managing complex statutory affairs. Proven track record of optimizing registrar office functions, executing flawless institutional events, and liaising with regulatory bodies like the Higher Education Commission (HEC). Recognized for combining strategic project management principles with administrative execution to build highly efficient, transparent, and compliant university ecosystems.
CORE COMPETENCIES
· Strategic University Administration
· HEC Regulatory & Statutory Compliance
· Human Resource & Talent Management
· Registrar Office & Record Operations
· Institutional Governance & Committee Control
· Policy Formulation & System Implementation
· Admissions & Academic Examination Systems
· Stakeholder Engagement & Public Relations
· Budgeting & Resource Optimization
· Conflict Resolution & Disciplinary Proceedings
PROFESSIONAL EXPERIENCE
Iqra University, Islamabad
Deputy Registrar | 2020 – July 2026
Led comprehensive administrative, academic, and human resource support operations for the campus, working directly under senior management to execute governance policies and drive institutional efficiency.
· Executive Administration & Governance: Acted as the primary operational link between academic departments and senior leadership; formulated internal policies, drafted official MOUs, notifications, executive agreements, and NOCs.
· HEC & Regulatory Compliance: Directed the compilation and submission of complex registration dossiers for the Higher Education Commission (HEC) and other NOC-awarding bodies, ensuring 100% institutional compliance.
· [bookmark: _GoBack]Human Resource Management: Supervised the complete employee lifecycle for faculty and administrative staff, including workforce planning, active recruitment, structured onboarding, performance appraisals, promotions, contract renewals, and close coordination with payroll. Coordinated with the Main Campus by sharing HR data, employee records, recruitment updates, and other administrative reports to ensure compliance with institutional policies and procedures. Managed recruitment activities by coordinating with the Selection Committee, scheduling and arranging candidate interviews, facilitating the interview process, maintaining recruitment documentation, and supporting the selection and appointment process.
· Committee Secretariat Leadership: Served as the official focal person for statutory body meetings, BOS/BOF, and disciplinary committees; compiled agendas, recorded minutes, and aggressively tracked the implementation of all executive decisions.
· Registrar & Examination Operations: Managed secure, confidential record-keeping databases. Directed student lifecycle processes including registration, scheduling, transcripts processing, degree verification, and final results management.
· Event & Convocation Planning: Chaired cross-functional logistics committees to plan and execute high-profile university convocations, managing venue logistics, protocol for external VIP guests, and degree conferral workflows.
Grafton College, Islamabad
Programme Manager (Pearson HND) | 2017 – 2020
Oversee the operational and academic delivery of the Pearson Higher National Diploma (HND) program, serving as the primary quality assurance liaison.
· Ensured strict compliance with international educational standards, coordinating external verification visits and maintaining quality assurance benchmarks.
· Managed academic team schedules, resolved student administrative issues, and drafted comprehensive program assessment reports.
Marketing Manager | 2014 – 2017
Designed and executed comprehensive branding and outreach strategies to increase student enrollment and enhance institutional presence in Islamabad.
· Led a team of outreach officers, built relationships with feeder institutions, and coordinated marketing collateral design.
· Supported daily office operations, handled corporate correspondence, managed client relationships, and streamlined office documentation.
Knowledge Bridge
Student Counsellor | 2012
· Guided prospective students through complex international university admissions, visa applications, and academic credential documentation.
National Agricultural Research Centre (NARC)
Research Assistant & Project Coordinator | 2007 – 2011
· Coordinated multi-stakeholder, FAO-funded research projects, handled administrative logistics, organized national workshops, and drafted official compliance progress reports.
EDUCATION
· MS in Project Management
Abasyn University, Islamabad | 2018
Key Focus: Risk Management, Strategic Planning, and Organizational Resource Allocation.
· MA in Mass Communication
University of the Punjab, Lahore | 2006
Key Focus: Public Relations, Institutional Writing, and Media Relations.
· Bachelor of Arts (BA)
University of the Punjab, Lahore | 2003
PUBLICATIONS & SOCIAL CONTRIBUTIONS
· Published Columnist: Authored ten professional articles addressing pressing social issues, cultural developments, and policy-driven challenges in leading national Urdu dailies, including Roznama Pakistan and Roznama Ausaf.
TECHNICAL & PROFESSIONAL SKILLS
University Enterprise Systems (ERP & SIS):
· Hands-on experience with Campus Management Systems (CMS) and Student Information Systems (SIS) for enrollment, grading, and student records.
· Familiarity with Enterprise Resource Planning (ERP) modules for HR, payroll integration, and inventory/asset management.
Data Analytics & Executive Reporting:
· Advanced MS Excel (Pivot Tables, VLOOKUP, data visualization) for generating administrative audits, student retention statistics, and capacity-planning models.
· Experience drafting data-driven executive summaries and key performance indicator (KPI) dashboards for senior university leadership.
 Digital Collaboration & Project Management:
· Proficient in project tracking software (MS Project, Trello, or Asana) to manage departmental timelines, campus events, and administrative audits.
· Expertise in secure cloud storage, collaborative document workspaces (Google Workspace, MS SharePoint), and enterprise video conferencing tools (Zoom, MS Teams).
 Information Security & Document Control:
· Strict adherence to data privacy protocols and secure physical/digital archival systems for confidential staff and student records.
· Implementation of digital signature workflows (e.g., Adobe Sign, DocuSign) to speed up administrative approvals.
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