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Shoukat Ali Gil
Date of Birth:  March 15, 1975
Tel.  (+92) 051-90496052
Cell No. (+92) 307-5143801

Email:  shoukataligil@live.com
Department of Biosciences
COMSATS University Islamabad, 

Park Road, Chak Shahzad, Islamabad

Education:
	Qualification
	Passing

Year
	Board / 
University
	GPA /

Grade

	M. Phil 

Computer Science 

(18 yrs.)
	2015
	Preston University, Kohat, 
Islamabad Campus, Islamabad, Pakistan
	3.80

	Master of 

Computer Science [MCS]

(16 yrs.)
	2006
	Sarhad University of Science & Information Technology, 

Peshawar, Pakistan
	2.53

	B.A 
Computer Application 

(14 yrs.)
	1997
	Allama Iqbal Open University (AIOU), Islamabad, Pakistan
	B

	HSSC  
Pre-medical 
(12 yrs.)
	1993
	Board of Intermediate & Secondary Education (BISE),  Multan, Pakistan
	C

	SSC 

Science 

(10 yrs.)
	1991
	Board of Intermediate & Secondary Education (BISE),  Multan, Pakistan
	B


Trainings / Workshops:
	Course / Workshop
	Name of Institution
	Year

	English Language 
	British Council – Islamabad
	1997

	Computer H/W & Network Engineer 
	Information Technology Solutions 
	1998

	Medical Transcription
	Systems Research – Rawalpindi
	1998

	Workshop on E-Commerce
	Institute of Advance Studies Islamabad
	2001

	Management Training 
	Mohammad Ali Jinnah University 
	2003

	Capacity Building
	HR Section, COMSATS IIT, Islamabad.
	2011

	One-Day BLS Workshop
	Advanced Life Support Group
	2012

	Office Procedures & Practices
	FDA, COMSATS IIT, Islamabad 
	2012

	Basic Life Support Workshop
	COMSATS Institute of IT – Islamabad
	2013

	Office Procedures & Practices
	FDA, COMSATS IIT, Islamabad
	2014

	ELTeach
	NTS Islamabad
	2014

	Personality Development
	FDA, COMSATS IIT, Islamabad
	2015

	Scientific Manuscript Writing
	ORIC - COMSATS IIT, Islamabad
	2016


Computer Skills:
Operating Systems:

Windows 95/98/NT/2000/XP/Windows 7 (Arabic & English Editions), Ms-Dos, Xenix, Unix, Linux.

Word Processors:

Microsoft Word 97/2000/XP, (Arabic & English), Inpage 2000 for Windows (Urdu), Word Perfect.

Accounting Software:

Lotus 123, Microsoft Excel 97/2000/XP/2010.

Designing Software:
Web Page Designing & Development by using Front Page, Net Object Fusion, Corel Photo Shop, Corel Draw, Instant Artist, Adobe PhotoShop.

Presentation Software:

Power Point, Paint Brush

Communication Software:
Internet Explorer, Netscape Navigator, Google Chroome, Ms-outlook for E-mail.

Programming Skills:

HTML, Ms-Access, COBOL, FoxPro, Dbase III+, Pascal, Turbo C/C++, VB.Net, JAVA, PL/SQL.
General Skills:

PABX Telephone Exchange, Multimedia, Fax Machine & Photostat Machine Operation

Languages:
1. Urdu  
2. English

3. Punjabi 
4. Arabic (General know how)

Personal Information:
Gender:


Male

Domicile:


Bahawalpur, Punjab.

Religion:


Islam

Marital Status:


Married

N.I.C #.


61101-1890282-5

Nationality:


Pakistani
Passport No.


A5756933
Professional Experience
1. August 12, 2016 till to date

Senior Program Officer (Academics /Admin)

Department Of Biosciences
COMSATS Institute of Information Technology, Islamabad

· PhD Programs Coordination & Staff Supervision
· Arrangement of Departmental Meetings. e.g. DAC, GPC, Faculty etc.
· Coordination regarding Synopsis process and notification

· Students Course Registration at CuOnline portal for new students and those who are on probation.

· Thesis submission and arrangements to conduct of Viva exams of PhD Scholars 

· Active member/secretary of Graduate Programs Committee

· Coordinator of Ethics Review Board
· Coordination for Faculty Trainings/Meetings arrangements
· Departmental Examination, HR and Administration matters Supervision / Coordination

· Assist to HoD in Academics and Admin matters.
2. April 28, 2011 to August 11, 2016
Program Officer (Academics/Administration)

Department Of Computer Science

COMSATS Institute of Information Technology, Islamabad

· Maintenance of Allied Faculty Academic Archive (Faculty Course Folder), Follow-up by: (i)Phone calls   (ii) Emails   (iii) Messages

· Approximately 115 Course Folder Updation on Daily basis 

· Follow-up/Coordination with faculty on Regular basis for Course Folder Requirements

· Coordination for Faculty Trainings/Meetings regarding ABET Accreditation Process

· Staff Supervision

· Departmental Examination, HR and Administration matters Supervision / Coordination

· Active member of Departmental QEC for the collection information / data.

· Assisted the Head of the QEC Department for dissemination of SOPs as and when notified

· Identify the gaps between the implementation and non-compliance

· Train the respective staff member under the SOPs notified by QEC

· Provided feedback on the compliance of SOPs implementation

3. December  16 , 2004 to April 30, 2011 

Senior Officer-I (SO-I) 

FECTO Cement Ltd. Rawalpindi

· Booking & Billing of Cement 

· Freight Bills Processing  

· Export Commission, duty draw back claims & Tax matters

· Export Rebate Claims documentation

· E-mailing of booking records to Despatch Office

· Secretarial Work of GM (Marketing)

· Computer Network, hardware & 
software installation and troubleshooting
4. August 01, 2003 to December 15, 2004 

Office Assistant 

Foundation University Islamabad

· Dealing about Examinations & Registration Matters. 

· Service Matters of Staff and Faculty.

· Filing about Students Registration & Examination.  

· Examination Corresponding

· Result Compilation

· Maintaining of Printed Material Stock Report

· Notting and drafting of letters.

· Computer hardware & software troubleshooting
5. June 01, 2002 to July 31, 2003 

Assistant Program Officer (Admission Office)
Mohammad Ali Jinnah University (MAJU), Islamabad

· E-mails and Telephone query answering. 

· Public dealing about admissions queries. 

· Appointments & Arrangement for meetings.

· Correspondence & Filing etc.

· Appointments & Arrangements for Admission Promotion Seminars

· Preparation of Prospectus Sale Report. 

· Composing of Marketing Material 

(Profile, Brochures, Newsletter, App. Form, Rec. Letter)

· Mailing & distribution of Marketing Material

· Maintaining of Printed Material Stock Report

· Cash handling about the Prospectus sale.
6. May 10, 2001 to January 31, 2002

Medical Transcriptionist 

Lexicon Technologies, Islamabad, Pakistan

· Conversion of American Doctor’s Dictation Voice File about 
Patients History into text by Listening .

7. December 01, 1999 to May 31, 2001

Office Secretary

Iqbal Power (Pvt.) Ltd., Islamabad, Pakistan

· Preparation of Bank reconciliation Statements 

· Drafting, typing & Mailing office letters

· Arrangements of meetings

· Reports to General Manager
8. December 01, 1999 to June 30, 2003

Computer Instructor

D-Tech Computers Institute, G-9 Markaz, Islamabad, Pakistan

· Teaching of Short Computer Courses i.e. Microsoft Office, 

· Photoshop, Inpage etc.
9. August 01, 1995 to November 30, 1999
Computer Operator/Teacher

al-mahd al-islami, G-11/2, Islamabad, Pakistan

· Desktop Publishing MS Office (English & Arabic), Inpage (Urdu)
· Teaching from Class-1 to 5
· Teaching to Matric and F.Sc. Classes in Institute’s  Academy
References:

1. Prof. Dr. Mustafa Nawaz Shafqat 

Chairman, Department of Biosciences,

COMSATS University Islamabad,
Park Road, Tarlai Kallan, Islamabad.
Cell# (+92) 0346 5006472
E-mail: mnshafqat@comsats.edu.pk
2. Prof. Dr. M. Qaiser Fatmi 

HoD, Department of Biosciences,

COMSATS University Islamabad,
Park Road, Tarlai Kallan, Islamabad.
Cell# (+92) 0334 3043093
E-mail: qaiser.fatmi@comsats.edu.pk
3. Prof. Dr. Mahmood Akhtar Kayani
Dept. of Biosciences,

COMSATS University Islamabad

Park Road, Tarlai Kallan, Islamabad

Cell # (+92) 321 5357981
E-mail: mkayani@comsats.edu.pk
4. Prof. Dr. Majid Iqbal Khan
HoD, Department of Computer Science,

COMSATS University Islamabad
Park Road, Tarlai Kallan, Islamabad.

Cell# (+92) 321 5305221
E-mail: majid_iqbal@comsats.edu.pk
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