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Objective:          

To render top touch performance while developing personal skills, sharing experience get the organization benefits with personal growth.
To become the need of my employer by working heartily and devotedly and hence prove my identity as a responsible and competent employee.
Personal Profile:

A confident, smart, energetic and dedicated young man with excellent more than 8 years experience in Office Assistant and Computer Operator (Word Processing Operator) always ready to take up challenges with smiling face.
	Work Experience



	 Security LLC (Dubai) / LLC 

Unfortunately not got any experience related job so I joined as Security Guard in Dubai.
Security Guard under the Private Security Business Department (PSBD). PSBD is a unit of the Abu Dhabi Police and part of the UAE Ministry of Interior. The staff is a mixture of Police Officers and civilian support staff.

Basic Security Guard Training under National Security Institute UAE & PSBD computer test and successfully passed Written Tests and Interview.

Security Guard:  July 2015 – Today
AJK Community Development Programme (AJKCDP), Pakistan 

Working in Azad Jammu & Kashmir Community Development Program (AJKCDP) Coordinated by PMU at Planning & Development. Developing the leadership skills of CO members and helping COs to formulate community development plans in rural areas of Mirpur/Bhimber AJK concerned Line Departments & Beneficiaries.

Office Assistant / Computer Operator (Grade 12):  October 2013 – July 2015

Job Description:
· Performing administrative duties including faxing, printing, filing the related documents in respectively folders.
· Record accurately the decisions, commitments, and major discussion points made at a meeting.
· Greeted, assisted & directed guests, workers, visitors and the general public.
· Schedule tour programme of District Programme Officer, prepare monthly physical & financial reports. Print and makes copies of work.
· Proficiency in a wide range of computer applications.
· Data entry and type letters in English & Urdu.
· Site visits of projects, taking snaps and uploading on the office social page also responsible for all kinds of official incoming and outing emails.
Mangla Joint Venture (Consultants: Mangla Dam Raising Project), Pakistan 

A Joint Venture of NESPAK, ACE, BARQAAB, MWH & BV. The Consultant Engineers at Mangla Dam Raising Project by WAPDA, Pakistan and CWE, China.

Word Processing Operator (WPO):  October 2006 – December 2011

Job Description:  Worked with different sections;
· Drawing and Designe Section:
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.

· Input document data into the standard excel sheet that the information is accurate and up to date of monthly progress of construction & shop drawings. Also maintain hard and soft copy of all record.
· Typing works of letters, memo, Quality Manual–safetey & loss prevention books, proformas, monthly & daily progress reports, prepare invitation cards.
· Prepare presentatons & briefings of UD projects on visits of High Authorities. 

· Printing and working on sites’ photographs.

· Desigining of experienced certificate, visiting-invitation cards & calendar.

· AutoCAD Works:
· Editing of AutoCAD drawings, preparation & plotting of As-Built drawings.

· All kinds of printing & plotting on small to full large size.

· Library Assistanct/Dcouments Controller
· Maintain the record of library books, issuing/recieveing of library books.

· File daily correspondence in related files (Document Control)
· Maintain the progress reports and photographs (both hard & soft copy)

Thinking World (Designer, Advertiser, Composer), Pakistan
Computer Operator / Graphic Designer: Augusut 2004–September 2006 

Job Description:

· Typing works of

· Business letters, school papers, syllabus, time tables, applications

· Historical Books

· Designing of

· Business letters head, visiting cards, experience & computer certificates for Academies & Institutions.
· Working on still photographs using Adobe Photoshop (Assistant).
· Internet

· Download color schemes, themes and creative wallpapers for designing & printing.

	Key

Qualifications


	· 3 Months Typing Course (Typewriter) Government
· Vocational Training Institute Mirpur Azad Kashmir

Directorate of Social Welfare & Women Development
· 6 Months Computer Course (Office Automation and Graphics)
· Microtek Computers Mirpur Azad Kashmir


Institute of Computer Sceinces 

· 6 Months AutoCAD Course (Structural)
· Punjab College of Technology (Jhelum)



	Qualifications
	M.Sc. Economics (Continue) 

Graduation (Institute: Government Post Graduate College Mirpur)
B.Com-Year-2010
Divison-2nd 
Azad Jammu & Kashmir University 






Muzaffarabad.
Intermediate (Private)
I.Com-Year-2008
Division-3rd
Azad Jammu & Kashmir Board of Intermediate





and Secondary Education Mirpur.

SSCE (Institute : Central Model High School, Mirpur Azad Kashmir)

Science-Year-2002
Division 1st 
Azad Jammu & Kashmir Board of Intermediate





and Secondary Education Mirpur.

	Interests

	    Computer    

Designing

    Sports

	Languages

	     English
Urdu
Punjabi



	Hobbies

	    Internet
Sports (Snooker, Badminton, Cricket)


	Reference

	    Will be furnished on demand.

	Personal Profile


	Father’s Name
:
Khawaja 
Date of Birth

:
September 02, 1985

Visa Status

:
Employment

Marital Status

:
Single
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