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	Date of Birth
	:
	17-12-1987

	Nationality
	:
	Pakistani

	Religion
	:
	Islam

	Civil Status
	:
	Single

	Sex
	:
	Male

	Age
	:
	27 years


GENERAL SKILLS

· Administrative skills 
· Customer Service 
· Extensive knowledge in Windows Office and other software 
· Typing Speed of 30 wpm 
· Excellent in oral and written communication in English 
WORK HISTORY

Supervisor (October 2012 – July 2014)
Candy co Pvt Ltd – Glasgow, Scotland
The store I worked was a busy sweets store. The job involved interacting with the customers on a daily basis and advising them of the products which are available. Here I was managing few workers which improve my management skills and help me to meet the targets set in the store.
Key Duties:
· Keeping stock to level 
· Taking in deliveries and processing orders 
· Communicating with customers and agents/distributors regarding order status 
· Maintaining excellent customer service 
· Adhering to health and safety policies 
· Buying in goods 
· Cash handling 
Sales Assistant (May 2012 – October 2012)
Card Warehouse – Kirkintilloch Scotland
It was a busy cards and gift shop. This job involved interaction with the customers on the daily basis and my job was to motivate customers to buy our products.
Key Duties:
· Customer service 
· Cash Handling 
· Stock control 
· Stock ordering 
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Curriculum Vitae

· Engaging with customers 
ACADEMIC QUALIFICATIONS

MSc International Human Resource Management – 1st division (2013)
University of the West of Scotland, UK
MSc Geography – 1nd division (2011)
University of Peshawar, Pakistan
Bachelor of Education (BEd) – 1st division (2011)
University of Peshawar, Pakistan
BSc (Biological Sciences) – 1st division (2008)
Government College, Peshawar, Pakistan
FSc (Pre-medical) – 1st division (2006)
Peshawar Model Degree College Dalazak Road Peshawar, Pakistan
Matriculation (Science) – 1st division (2004)
Frontier Model School Warsak Road Peshawar, Pakistan
Certificate of Office Automation (2010)
Cosmos Institute of Computer Sciences, Peshawar, Pakistan
Academic Projects
MSc IHRM Research Project: Employee Engagement and its Impact on Organisational Performance
MSc Geography Research Project: Geographical Study of Askari Cement Factory Nizampur, Pakistan
LANGUAGES KNOWN

ENGLISH
Read, Write, and Converse
URDU
Read, Write, and Converse
PASHTO
Read and Converse
COMPUTER SKILLS

Microsoft word, excel, power point, OS, and MapInfo.
REFERENCES

Available upon request
I hereby declare that all the above mentioned details are true and best of my knowledge.
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