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Aadil 

Aadil.244428@2freemail.com 
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OBJECTIVE: 
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To secure a position in an organization that would fully employ my personal skills, my experience as well as my academic training in a rewarding career that affords professional and personal growth.
WORKING EXPERIENCE:
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Working in Fani Kilimanjaro Motors FZD, Dubai, UAE 

  Dated: January 2015 – Present

Job Title: Data Entry Operator 
· To Create Invoice for the sales and purchase order of customers.

· To enter data accurately and efficiently.

· Maintain detailed and accurate records in order to accurately retrieve data.

· Understand written and verbal instructions to complete assigned tasks accurately.

· Proper analysis and verification to ensure data integrity.

· Print and review data entered (e.g. telephonic toll records, subscriber information etc.). 

· Perform any other work as required.
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2 Years Experience in Askari Bank Limited, Quetta, Pakistan 

  Dated: January 2013 – December 2014
Job Title: Sales Officer
· Achieved the monthly targets given by the bank officials.

· Maintained effective relationship with the customers.

· Have the basic knowledge of bank processing regarding loans, credits or debit cards etc.

· Maintained and updated the status detail records of each customer.
· Have good communication skills to deal with all level of professionals.
· Planned the work perfectly to achieve the assigned targets in time.
· Performed any other work as required.

[image: image8.png]


2 Years Experience in Deeda Production ®, Quetta, Pakistan 

  Dated: January 2011 – December 2012
Job Title: IT Assistant
· Supported the IT and Communication divisions, provided technical support to all staff.

· Provided assistance and training to staff on information systems.

· Responsible for the installation, operation and maintenance of computer systems and other technologies, such as communication systems.

· Performed system upgrades as necessary for software and hardware related 

Components as needed.

· Maintained the computer systems by Installation of windows, antivirus, printers, scanners, laptops and any other required software.

· Maintained all the computer networks including LAN (Local Area Network).

· Performed any other work as required. 
Desired Skills:
· Proficient in Microsoft Office 2003/2007, Windows XP and Windows 7 in a domain environment.

· Ability to troubleshoot common hardware/software issues.

· Ability to quickly gain new skills and knowledge when faced with new challenges.

· Excellent verbal and written communication skills.

· Ask questions and get information in order to diagnose computer problems and discern what level of support is needed when a problem is presented.

· Work as part of a team in stressful situations; maintain composure and sense of humor in the face of heavy workload and constant interruptions.
· Able to show respect to other cultures and work in a culturally diverse environment. 
ACADEMIC QUALIFICATION:
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University of Baluchistan, Quetta Pakistan
M.A in International Relations - Oct 2014

2nd Division
Major Subjects: International Relations

University of Baluchistan, Quetta Pakistan
B.A in Economics - Aug 2011

2nd Division
Major Subjects: Economics, Sociology, Persian.
Government Musa College, Quetta Pakistan Intermediate in Computer Sciences - Sep 2008

2nd Division

Major Subjects: Mathematics, Physics, Computer Science.
Iqra A.P.S, Quetta Pakistan Matriculation in Science - Jul 2005

2nd Division
 Major Subjects: Mathematics, Computer Science.
COMPUTER SKILLS:
· Computer Networking 

· Adobe Premiere
· Corel Draw
· MS Office
· Adobe Photoshop
· Troubleshooting.
DILPOMAS & CERTIFICATE:

· Diploma in Hardware

· Certificate in Networking (CIN)

LANGUAGES:

1. English
2. Urdu
3. Farsi
4. Pashto
5. Hindi
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