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PERSONAL DATA:
· Date of birth


:
4th April 1967

· Place of birth


:
Karachi (Sindh)
· Marital Status


:
Married
· Language Known


:
English, Urdu and Punjabi

· Nationality


:
Pakistani
OBJECTIVE:
· I see myself as a hardworking & dedicated team player, motivated by challenges in the working environment. I enjoy working in a learning environment & show all the willingness to learn & adapt to the ever- changing needs of the organization. I view myself as an individual with a pleasant disposition and adaptable to any kind of situation.
PROFESSIONAL SKILL:
	S/#
	NAME OF DIPLOMA / COURSE
	NAME OF INSTITUTE
	PASSING YEAR

	01.
	Diploma in Information Technology
	Grace Institute Karachi Sindh
	2000

	02.
	Graphics Diploma
	Grace Institute Karachi Sindh
	2002

	03.
	Web Designing & Development
	Skill Development Council Karachi
	2010


NATURE OF WORK:
(as an office assistant & computer operator)
· Nature of work in-depth
I was performing my responsibilities at Bahria Foundation as an office assistant plus computer operator at the divisional Bahria Base Office which is situated at Port Qasim Authority Karachi.

· TO MAINTAIN REGISTERS:
· Register of casual leave

· Register of attendance 

· Register of forms & stationary 

· Register of issuance of ships spare parts 

· Register of entertainment allowances /petty cash
Annex “B”
· TO MAINTAIN FOLDERS:
· Manager (Ops) folder

· Daily Mail Folder

· Assistant Manager (MS) folder

· Assistant Manager (Ops &Maint) folder

· Current CV folder

· TO MAINTAIN FILES:
· General correspondence file

· PQA (Port Qasim Authority) file

· Head Office general correspondence file

· Warning letters file

· Resignation & termination file base office

· Resignation & termination file of head office

· Character & Experience letters file

· Extension letters file

· Technical letters file of all crafts

· Nominal roll / pay slip file

· Petty cash file

· Base office memorandum file

· Head office memorandum file

· Security gate pass file

· Forms file.
NATURE OF WORK:
(as a IT & communication officer)
· To carry out my tasks as an officer IT & communication, which include supervising, dispatching and receiving of postage and other related documents. I was also responsible for maintaining the office filing system and filing of documents and other related material.
· Furthermore, I was involved in other responsibilities such as recovery of outstanding dues, collecting cash, issuing cash receipt and submission of cash into the bank, withdrawal of cash from the bank and other outdoor official work such as buying and purchasing of office material and equipment. 
· Communication By Letters:

· Annual Subscription Letters
· Outstanding dues
· Covering Letters (for members and new students)
· Communication By Emails:

· Reply of the all emails 
· Communication By Phones:

· To attend phone calls
· Preparing Sheets and Form on Excel:

· Sheet of issuing certificates
· Sheet of issuing membership letters 
· Sheet of sending letters on daily basis 
Annex “C”
COMPUTER SKILLS:
· MICROSOFT WORD
· MICROSOFT POWERPOINT

· MICROSOFT EXCEL

· INTER & EMAILING

· CORELDRAW

· ADOBE PHOTOSHOP
PROFESSIONAL EXPERIENCE:
	S/#
	DESIGNATION
	ORGANIZATION

	01.
	Admin Assistant Manager
	 (Pvt.) limited

	02.
	IT & Communication Officer
	Institute Of Chartered Secretaries & Managers

	03.
	Office Assistant & Computer Operator
	Alam Foundation of Pakistan

	04.
	Office Assistant & Computer Operator
	Bahria Foundation

	05.
	Office Assistant & Computer Operator
	“M” International Services


ACADEMIC QUALIFICATION:
· H.S.C.



:
Passed in 1990   (From JamialMillia Degree College)

· S.S.C.



:
Passed in 1988 (From Asif Boy’s Secondary School)

RECREATION:
· To watch Musical Programme
· To watch National Geographic Channel
· To watch Tom & jerry cartoon
· Reading & Writing Article 
· Studying the Holy Scripture, Psychology, Parapsychology books & Urdu Literature
· Singing Ghazals with Harmonium and Tabla.
· Doing social work  voluntary
REFERENCES:
I will furnish on request.









