Shajee 
Personal Statement
To join an organization offering greater prospects that will allow me to expand upon my intellectual insight and extend my knowledge and skills for the mutual benefit of the organization and my career building. I have good communication skills and listening skills. I am a team player. I am a hardworking candidate with a desire to grow with the growth of my employer.

Skills

· Typing @ 75 WPM
· Windows 10, 8, 7, 2000NT, XP, Server

· Microsoft Office 2003/07/10
· Adobe Photoshop

· Corel Draw

· Internet Browsing, Emailing 

· Using of Printer, Scanner, Photocopier, facsimile, PABX.

· Networking Essentials (LAN, WAN)

· Networking Configuration

· Software Installation and Troubleshooting

· Hardware Troubleshooting

· PC Assembling

· Composing & Designing

· Drafting & Documentation
· Audio Typing
· Languages: English, Urdu
Education
· Matriculation and FA (GCSE equivalent) and BA.
· One-year Diploma in Computer Softwarecovering Internet & Emailing, Adobe Photoshop, Windows XP, NT, Server, Vista, 7, Printing & Scanning, MS-Office 2003/07,10, Coral Draw, DOS (Disk Operating System), Composing & Designing, Drafting & Documentation.
· One-year Diploma in Computer Hardwarecovering Installation/Troubleshooting, Internet & Emailing, Computer Assembling, Networking Essentials (LAN, WAN), Networking Configuration, Computer Disassembling, Hardware Troubleshooting, Computer  Equipment  Repairing.
Employment History
These places where I have worked have helped me to develop my skills and helped me enjoy my career.
· Worked as General Assistant (Full time night shift)
· Experience in Sainsbury’s as a General Assistant for 3 years
· I have experience in the Legal field (Dealing with mortgages, agreements, affidavit, undertaking, etc.), 
· 6 years’ experience in Pakistan and the UK including working for IT/Software Houses and Call Centres (telemarketing for UK and Canadian clients).
· 2 years’ experience in IT Technician (Laptop/PC Repairing, Troubleshooting) in London.
Hobbies: 
· Cricket, Football
· Web browsing

· Exploring new things
Reference available upon request
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