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	Personal Information


Date of Birth:            7th April 1990
Nationality:                Pakistani
Religion:                    Islam (Sunni)
Visa status:                Visit Visa 
Languages:                English, Urdu, Punjabi, Arabic    
	Career Objective


To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organizational goals.
	Professional Skills


· Excellent organizational and time management skills.
· Expert in ms office and power point.
· Bilingual in English and Urdu.
· Adapt priority workloads, working under pressure and multitasking.

· Careful attitude towards work and meeting deadlines.

· Better persuasive, communication skills.

· The ability to encourage and inspire other team members to perform better.
	Personal Skills


· Creativity
· Adaptability
· Collaboration
· Communication
· Self-Awareness
	Employment 


Project Manager and Lecturer, Grammar School Rawalpindi 

(March 2013-Up to date)
Achievement and Responsibilities:
· Schedual and coordinate meetings, appointments and travel arrangements for staff.

· Listened and resolved customer complaints.
· Preparing and delivering lessons to a range of classes of different ages and abilities.
· Marking work, giving appropriate feedback and maintaining records of pupils' progress and development.
· Researching new topic areas, maintaining up-to-date subject knowledge and devising and writing new curriculum materials.
· Selecting and using a range of different learning resources and equipment; including products and interactive whiteboards.
· Preparing pupils for qualifications and external examinations. 

· Managing pupil behaviors in the classroom and on school premises and applying appropriate and effective measures in the cases of misbehaving.
· Undertaking pastoral duties, such as taking on the role of form tutor, and supporting pupils on an individual basis through academic or personal difficulties.
·  Communication with parents or guardians over pupils' progress and participating in department meetings, parents evenings and schools training events.
· Liaising with other professionals, such as learning mentors, careers advisors, educational psychologists and education welfare officers.
	Experiences


· I have worked as an internee in ASKARI bank AWT Plaza rawalpindi from September to October 2009 in the following departments:

· Deposits

· Credits

· Foreign currency and trade

· Accouns 
· I have organized a workshop on “Statistical Packages” in Foundation University Islamabad.                                                                                                               (21st and 22nd March)
Personal Objective

A desire to create a truly competitive arena wherever I work. I want to bring my enthusiasm and sense of confidence to the organization and to the people I work with.
	Summary Of Qualification


Year                Qualification               Institute                     

2012

M.Sc. Economics         Foundation University. Islamabad

2009

B.Com (I.T)
             Indus College of Commerce. Rawalpindi


2007

H.S.S.C
             Modern College of Computer studies. Rawalpindi 

2005

S.S.C               
 Grammar School. Rawalpindi
	Technical Knowledge 


· MS Office

· Knowledge of Internet

· Primary Knowledge of Computer Hardware

Workshops    
· I have attended a workshop on ‘’ Growing with Grammar and Mastering writing skills’’ on 8th February 2014, conducted by Mr. M. Ali Khan.
· I have participated in a workshop on ‘’ Servicing Teacher Training Program ’’ on 18th June 2014 conducted by Mrs. Ayza Abid.

Courses

· Summer course on ‘’ Brief Islamic Education ‘’

· IELTS from UCAT in 2009.

Other certificates

· IELTS from British council scoring 6 bands.
· Participated in ‘’Declamation Contest’’ on 28 January 2006 held in MCCS.

· Delivered a speech on ‘’ Introduction to Allama Iqbal and his poetry on 12th November 2003 held in Grammar School Rawalpindi.

 Hobbies

· Cooking and Baking 

· Web Searching

· Books and Newspaper Reading

· Travelling 
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