ADEEN ASGHAR
[bookmark: _GoBack]ADMINISTRATIVE COORDINATOR / CUSTOMER SERVICE/ TEACHER

Current Location:	Bahrain.
Mobile No.:		+973 37518733
Email:			adeen.asghar@gmail.com 
LinkedIn:		https://www.linkedin.com/in/adeen-asghar-869b45210/ 
Visa Information:	2 Years Dependent VISA (Valid until 22-October-2024)
Objectives
I want to secure a suitable position in a reputable organization that will enable me to use my strong communication and administrative skills, customer service background and adequate knowledge of Microsoft Office (MS Excel, MS Word and MS PowerPoint) and my ability to work friendly with my colleagues.
What I Have to Offer
· I have positive attitude towards my work
· I have the ability to deal with all types of customers
· I have the ability to work in a fast pace environment
· I have ample knowledge of various computer applications / programs
· I have problem solving abilities which allows me to work well under pressure
Work Experience
1-	Admin Officer and Class Coordinator
	University College of Medicine & Dentistry – The University of Lahore
	February 2018 – July 2022
Key Responsibilities:
Coordinates appointments, compose and prepare written documentation and correspondence for  the office and Pakistan Medical Commission (PMC), admissions, students migration & transfer,              responsible for students registration with PMC, prepares appropriate responses for official emails  and query  portal (intellicon), maintain log of correspondence for incoming and outgoing mails,             responsible for the smooth functioning of academic activities, maintain student personal                              information, academic records and results in files and soft, write and issue bona fide letters,                     provisional letters and academic transcript, NOC etc, collect content for University of Lahore (UoL) magazine, upload time table on SAP, maintain student attendance in MIS, events organizing.

2-	Admin Officer
	KIPS Girls College Lahore, Pakistan                                  
	March 2014 – March 2017
Key Responsibilities:
Deal with admissions, Organize and maintain office operations and services, Control correspondence, Maintain file record

3- Customer Service Representative.
Warid Telecom Lahore, Pakistan
January 2014 – March 2014
4.         Administrator and Computer Teacher
             The Educators Lahore, Pakistan                                        
             January 2013 – December 2013 
Key Responsibilities:
Deal with admissions, Oversee school operations, Maintained School Internal Advisories, Staff and Students personal records and monthly Attendance, Update Admission target sheets Fee reports, daily States, Events Organising, teach computer science to grade 9.

5. Computer Teacher and manage computer lab
             Govt, College for Women Lahore, Pakistan                  
             February 2012 – December 2012
Responsibilities:
Teach computer science and lab assistant in Department of Computer Science.
		Education/ Certifications
· 2018 - M.Phil    
	Educational Leadership and Management
	Virtual university of Pakistan                                                       
· 2010 - Masters                                                                  
Education
Allama Iqbal Open University
· 2012 – Post Graduate Diploma in IT  (PGD- IT)
Govt, College for Women

Skills
	Hard Skills
	Soft Skills

	· MIS
· MOODLE
· Intellicon
· Microsoft Office
· ZOOM
· SAP
	· Customer Service Management
· Event Management
· Problem Solving
· Administration
· Adaptability
· Teamwork



Awards / Achievements
· Team leader of administrative tasks
· Team leader of customer care management
· Team member in organizing various national and international events
· Awarded many certificates of participation and organization of various conferences
· Appreciation letters for successfully achieving the target / task within the stipulated time
Languages
· English:		Fluent
· Urdu/Hindi:		Native
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