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The Human Resources Manager,

Dear Sir,

I have deep regard for your organization, you would definitely be willing to enlist someone who is enthusiastic and committed. I am much interested in joining your organization and in doing any good work that helps me achieve my job objectives. You will find me a suitable candidate for a position in your organization. 

I worked with marketing research agency for a couple of months and found great satisfaction. I discovered that my analytical skills are excellent and I am very conscientious about meeting deadlines and completing tasks unsupervised. About myself I can say I’m a quick learner and learning is a sign of progress and change. You will find me a totally committed individual with pride in being direct, spontaneous and communicative. I can maintain records, accept challenges and I need little direction to complete assigned tasks. I’m ambitious, have a purpose in life and am responsible. I believe with my interest and enthusiasm I can use my educational knowledge at best to give your company something very much worth while and at the same time find happy satisfaction in my work.

I wish you would consider my application for a position in your organization.

I’m enclosing my CV so that you can get an overview of my activities and qualifications.

            Yours very truly,

	Objective
	Challenging position in Finance / Marketing / HR that would best utilize expertise in the business environment, prove 16 years of demonstrating success and accomplishment, and award growth opportunities.



	Education
	2002 – 2004         MBAIT – Finance, Marketing                            Lahore, Pakistan

CGPA 3.76

University of Central Punjab 

2000 – 2001        Bachelor of Commerce                                      Lahore, Pakistan

1st Division 

Punjab University 

1998 –1999         Higher Secondary School Certificate                      Sharjah, U.A.E

1st Division 

Pakistani Islamia Higher Secondary School

1996-1997        Secondary School Certificate                                        Sharjah, U.A.E

1st Division



	Work Experience
	January ’13 -  to date         Junior Class Teacher
Garrison Academy – Gujranwala, Pakistan
Key Responsibility

· Class teacher of Grade 1

· Teaching English, Science and Mathematics

· Involving students to actively participate in class discussion
· Encouraging students for extra circular activities like public speaking, elocution competition, role playing etc.
· Giving students regular feedbacks and holding interactive sessions with parents

· Class decoration and maintenance

· Inculcating moral values and guiding them on hygiene and table manners
September ’12 – March ’12     Preschool Teacher
Bloomfield Hall - Multan, Pakistan
Key Responsibility 

· Class teacher of reception class

· Developing speaking, listening and visual skills of children

· Focus greatly on writing, coloring and tracing of children
· Involving children in singing rhymes and developing their verbal expression 

· Inculcating moral values and guiding them on hygiene and table manners
June ’07 – November ’07  Team Leader
Paradocs Inc.- Lahore, Pakistan

Key Responsibilities

· DepoLinx -  Deposition Digestion, coding, summarizing for clients
· BlueCite - Creating hyperlinked interactive e-brief for clients
· Getting quality work from team members on time

August ‘05 – February ’06  Sales Admin
Caterpillar / Abdul Rahman Al Bahar – Sharjah, U.A.E

Key Responsibilities

· Making month end reports

· Documentation

· Making quotations, faxes, memos, invoices, proformas etc.

· Attending calls and handling all the fax in and outs

September ’04 – April ’05      Research Executive
SB&B Marketing Research – Lahore, Pakistan

Key Responsibilities

· Transcribed qualitative research data

· Performed content analysis and data sorting

· Assisted in creating research proposals, preparing moderator guidelines and writing research reports

Research Projects

· Voice of America for InterMedia ( U.K).

· Sprite Thematics for Coca-Cola Corporation 

· Bundle and Tariff Plans for Mobilink

· Brand Image & Market Standing of Urban Sole for Shafi Group 



	MBA Projects
	· Business Plan for an Islamic Clothing Store

· Business Plan for a Departmental Store

· Designed Commercial Website

· Starting Business in a Foreign Market ( Arts Business in Japan)

· Marketing Plan for launching BMW 7 series

· Marketing Plan for Prime Yogurt

· Importance of Groups and Teams in an Organization

· Role of IT dept. in Today’s Organization

· Role of HR dept. in Today’s Organization

· Importance of TQM in Service Institute

	Training Acquired
	 2001  E-commerce & Web Development                                    Lahore, Pakistan

Punjab University 

2003  Enhancing Human Productivity and Management Skills Lahore, Pakistan

Attended a workshop on “Enhancing Human Productivity and Management Skills” organized by National Productivity Organization in collaboration with Pakistan National Accreditation Council held at PCBA.

	Computer Skills

Specific Strengths

Awards and Certifications

Personal Information
	Web Designing with FrontPage; HTML; Programming in C & JavaScript.

Software

· Ms Office

· Swish / Flash

· Adobe

· InPage

· Dreamweaver

· SmartDraw

MS Windows 95-98-2000-Me-Win 2000 professional-Win Xp

· Analytical skills and ability to work under pressure & meet deadlines

· Hard working, determined, honest, dedicated and loyal

· Creative 

· 1st position in MBA 

· Topped in matriculation examination in school

· Received merit certificates for achieving distinction in academics during school

· Stood first in portrait competition in school/College

· Pakistan Association Dubai awarded certificate of participation in painting competition

· Date of birth            :    17th Aug, 1981

· Languages              :    English, Urdu

· Nationality               :    Pakistani 

  



