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	Curriculum Vitae 

	Personal information
	

	First name(s) / Surname(s) 
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 RAZA

	E-mail
	raza.180425@2freemail.com 

	Nationality


	Pakistani 


	Date of birth
	March 3, 1987

	Gender
	Male

	     Marital Status
	Single

	Personnel Statement
	To mature a position in fast paced, challenging, hardworking and competitive working environment. I enjoy meeting targets, reaching solutions, dynamic environment and particularly a team work. My career aim is influenced by number of influences such as advancement, progress and drive. 

	Work experience
	

	Duration
	6 years and 10 month


	Dates
	November 2006 till to-date 

	Occupation or position held
	Suprintendent 

	Main activities and responsibilities
	· Supervising day to day activities of Human Resource more then 143 employee
· Supervising Maintenance operations of Electrical/Mechanical(Water Supply, Gas and vehical) 

· Supervising effective rectification of Daily Complaints 
· Managing Inventory
· To laison with contractor being departmental represantitive to get the work completed with in the specified time and quality

· Intiating payment procedure after technical check to contractor

· Laison with higher aouthorities to implement Govrnment procedure and policies

· Supervising/Maintaing Govrnment Intallations

· To ensure smooth running of Services

	Name and address of employer
	Miltary Engineering Services (MES), Pakistan Navy 

	Occupation or position held
	Internee-Human Resource Department

	Main Activities and Responsibilities 
	· Report to the Program Officer

	Name and address of employer
	Pakistan Telecommunication Company Limited PTCL

	Type of business or sector
	Pinior Telecommunication Company of Pakistan 

	Achievements
	· Got 2nd Positing in Departmental course at Military Engineering college, Rassalpur, Pakistan and got written Appreciation form General Head Quarter Engineering Branch Pakistan Army
·  Supervised the project of Converting Complaint system of Military Engineering Services Pakistan Navy from Manual to Automated system

	Education
	

	Dates
	Oct 2010 to Apr 2013 

	Title of qualification awarded
	MBA-Major in Human Resource Management

	Principal subjects/occupational skills covered
	International Human Resource Management, Job Analysis and Desinge, Recruitment and Selection

Performance Management

	Name of the institute
	Bahria University of Management and computer Sciences, Islamabad, Pakistan

	Dates
	August 2006 to August 2010 

	Title of qualification awarded
	BBA-Major in Human Resource Management

	Principal subjects/occupational skills covered
	International Human Resource Management, Job Analysis and Desinge, Compensation Structure Development, Training and Development

	Name of the institute
	National University of Modern Langauges – NUML, Islamabad (Pakistan)

	Dates
	May 2002 to May 2005 



	Title of qualification awarded
	Assciate Engineer (D.A.E) Electrical 

	Principal subjects/occupational skills covered
	Electrical Engineering

	Name of the institute
	Pakistan Ordinance Factories (P.O.F.) Institute of Technology, Wah Cantt

	Acquired Professional Trainings
	· Station Fire Officer (SFO), Departmental Training Course
· Subordinate Staff Basic Course (SSBC) from Military College of Engineering Rasalpur, Pakistan. Departmental Course

· Subordinate Staff Advance Course (SSBC) from Military College of Engineering Rasalpur, Pakistan. Departmental Course

	Personal skills and competences
	· Typing Speed 40 words/minute

· Problem Solver

· Communication

· Stress Handling

· Situation Handling and Mediation

· Conflict Management

· Preparedness

· Presentation skills

· Emergency Handling

	Mother tongue(s)
	Panjabi

	Other language(s)
	

	Self-assessment
	Understanding
	Speaking
	Writing

	Level
	Listening
	Reading
	
	
	

	English
	Good
	Excellent
	V.Good
	V.Good

	Urdu
	Excellent
	Excellent
	Excellent
	Excellent

	Professional Values
	Courtesy and Integrity, Confidentiality, Cultural Sensitivity, Self Reliability, Professionalism, Hard work 

	Computer skills and competences
	MS Office, MS Windows, In page, Internet Browsing
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