Farida 
  OBJECTIVE:
A dynamic career, which provides challenging work environment, fosters success and growth, encourages innovation and creativity and develops skills to expand department’s performance and organization’s credibility & profitability.
  Core Strengths:
 Foster learning strength in group work, social interaction, character building and problem solving skills.
 Energetic, organized, positive and self motivated with the ability to speak and write effectively.

 Unique ability to adapt quickly to challenge and changing environments.
 Have a quality for adopting new concepts of studies as well as responsibilities.
 Able to accomplish immediate and long-term goals.
  Educational Background:
   Passed Bachelors Education from “Khatoon-e-Pakistan”for Women, in Art
Group. (1991)
   B. Ed from (Hamadard University) in 2012.
   M.Ed from (Indus University of Higher Education) in 2013
   M Passed Intermediate Education from “Khatoon-e-Pakistan”
Arts group. (1988)
   Passed matriculation Education from “Jufelhurst Govt High School” in Arts group. (1997-1999)

 Computer Literacy:
   PROGRAM
Ms Office 97 (from IPD Institute of Computer Studies)
   OFFICE PACKAGE
MS EXCEL MS WORD MS ACCESS
   ADDITIONAL FEATURES
Internet
Emailing
   TYPING
Speed 40/60 words per minutes.
Professional Experiences:

I teach in Mama Baby Care School, as Montessori teacher One Year.

I am library in charge at M.C.H   School One Years, to look after the library books, to make the list of books in soft copy, and also entry the books.

Now I am  an Archiving Assistant Plus Ass. Manager in ITREB Pakistan for Five Years, to checking the email, look the department in the absence of Manger Secretariat, Transcribe the Interview both English and Urdu, look the Board Meeting Arrangements, Asst in Research Program and look the logistical things, command in Inpage.
Volunteer Experience:

Worker in Religious Education Center, I also do all office work, and taken classes.

Field of Interest:

I am interested in Administration, and Office work.
Achievements:

I got a Woman Training Project, from my College, into Civil
Defense/first Aid/Home Nursing) in (1990)


 Personal Information:

Date of Birth:

August 28, 1976


Nationality:

Pakistani

Religion:


Islam

Marital status:
Married
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