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	Professional Attributes
	I seek a challenging opportunity in an organization that will utilize my knowledge and experience. My aim is to deliver my valuable contribution to the challenging situations within the organization and grow with it. Having an experience in the field of competition, I assure my continues commitments towards the company which will endeavor far most in achieving goals.

To work in a challenging environment, builds up confidence, to involve my creativity and also to gain leadership qualities in order to contribute my best efforts towards growth and welfare of the organization.

	Personal Details:
	Nationality
: Pakistani

Civil Status
: Married

Date of Birth
: 29 – 11 – 1986

Languages
: English, Urdu, Arabic

	Education
	Intermediate In Commerce ( I.Com)
2009

Govt. Premier College II, Karachi, Pakistan.

Matric
2003

Board of Intermediate & Secondary Education, Lahore, Pakistan.

	Professional Courses
	MS Office ( 3 month Course from Computer Collegiate, Karachi, Pakistan )

AdobePhotoshop, Inpage, CorelDraw ( Short Course from IMIT, Karachi, Pakistan)

	Experience

Experience

Experience

Experience
	Asalah Stationery LLC, Sharjah, UAE.
Sep 2014 – Till now
Follow Up Clerk

· Sales.

· Documentation.

· Computer Typing ( Arabic& English ).

· Maintain a fully stocked store.

· Recommend and display item that match customer needs.

· Keep up to date with product information.

· Ensure high levels of customer satisfaction through excellent sales services.

· Performing day to day administrative tasks such as maintaining information file and processing paperwork.

Daily Jehan Pakistan, Karachi, Pakistan.
Apr 2013 – Aug 2014

Computer Operator

· Documentation.

· Computer Typing ( Urdu& English ).

Fit Logistic ( Custom Shipping Agency) Karachi, Pakistan.
Jan 2009 – Dec 2011
Office Assistant

· Online Webco GD with HR Code.

· Documentation.

· Management & Handling Port Side.

· Computer Typing ( Urdu& English ).

Daily Nawa-i-Waqt, Karachi, Pakistan.
Dec 2005 – Dec 2011
Computer Operator / Graphic Designer 

· Documentation.

· Designing ( Ads

· Computer Typing ( Urdu& English ).

	Skills
	Having ability to work in Teams and Managing the time. 

I believe in hard work and optimism. 

Able to work under pressure.

Good Typing Speed in Arabic & English.

Knowledge in Adobe Photoshop & CorelDraw.

	Passport & Visa Detail
	Passport #
: EU1518121

Expiry Date
: 27 August 2018

Visa Status
: Employment

	Declaration
	I hereby declare that the above-mentioned information given by me is correct and true to the best of my knowledge. I will perform my duties with the most sincerity and to your full satisfaction.





Umar 


COMPUTER OPERATOR / OFFICE ASSISTANT 
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