
MUHAMMAD                                             
PROFESSIONAL OVERVIEW: 

With a sound professional background, I have been provided a solid foundation of disciplines, values and work ethics. This combined with my enthusiasm and a desire to succeed allows me to perform and respond efficiently and effectively to the demands of various environments.

CAREER OBJECTIVE: 

I am seeking a position that will provide me the ample opportunity to broaden my professional experience with new prospects and challenges i.e. to obtain a career growth oriented position by setting standards of excellence and to help the company achieve its objectives and boost its corporate image. Having fulfilled my goals within my previous employments, my ambitions are seeking to acquire a role that will allow me to be instrumental in utilizing my current skills and experience, whilst at the same time allow me to attain and refine new skills and provide us (Employer & Employee) with a high degree of job satisfaction and rewards.
Experiences:

· Position:


Safety Officer      
Company:
Mecca, Saudi Arabia. 
(From April 2015 to November 2015).

· Position:


Documents Controller 
Company:
Arabic Construction Company (ACC) Jabil Omer Development Project (JODP) Mecca, Saudi Arabia. (From October 2014 to March 2015). 
· Position :

Logistics Supervisor 

Company:
Al-Ayuni Investment and Contracting Company On ArAr Power Plant In ArAr, Saudi Arabia. 
(From August 2013 to September 2014).

· Position :

Computer Operator & Data Entry 

Company:
One Year Work with Mircle Zone Pvt Ltd. Islamabad Pakistan. 

· Position:

Documents Controller & Office Assistant 

Company:
Two Year Work with Rana Cotton Factory in Punjab Pakistan.  
EDUCATION: 

· BS(Computer Science)
Continuing Study at assignment Base from Allama iqbal Open University( Islamabad Pakistan)                       
· F.SC (Intermediate Pre-Engineering)
Board of Intermediate and Secondary Education Dera Khazi khan( Punjab Pakistan)
· MATRIC ( Science)
Board of Intermediate and Secondary Education
 Dera Khazi khan (Punjab Pakistan)
COMPUTER & OTHER SKILLS: 

.
· Grip on QuickBooks, Peach Tree ERP

· Work on Oracle and computerized accounting

· Proficient in MS – Office: MS Word, Excel, Power Point Presentation, Email, Scanning of Documents.
· Excellent Grip on internet Browsing.
· Excellent Work to Installation Any Software’s, Window Installation ( Window 7 & 8, Xp, 2000)
·  Diploma of Graphic Designer Form Nawab Computer Collage Lahore Punjab.
· Excellent Composing Speed on Short Hand and Data Entry, (English, Urdu, Arabic).







SPECIALITY / SKILLS: 

· Excellent & effective communication / Inter personal / Analytical & negotiation skills.

· Capability to produce consistent, accurate work under time pressure and to meet frequent deadlines in an environment with frequent interruptions, delays or unexpected events. High potential performer with ability to contribute to the company’s growth.

· Ability to plan, organizes, and carries out complex studies and analysis. Ability to co-ordinate daily operations and handle variety of office tasks at one time.

· Makes sound, independent judgments within established policies & procedures.

· Excellent Presentation / reporting & time management skills / Problem solving abilities.

· Ability to learn new task quickly, Self-Motivated, Self-Dependable & Goal – Oriented.

PERSONAL DETAILS: 
· Date of Birth    
: 
 06, June 1992   

· Nationality 

:  
Pakistani.

· Marital Status 
:  
Single 
· Languages                    
:  
English, Arabic, Urdu, 
· Visa Status                    :  
3 months visit visa
References : 
· Will be furnished on demand.
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