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Arslan 

Arslan.339262@2freemail.com 

Personal Statement:

I am a confident and enthusiastic person with the ability to learn and adapt quickly to new challenges and to handle difficult situations under pressure. I have an organized approach coupled with professional knowledge, which enables me to work effectively either on my own or as a part of team.

Personal Details:



Date Of  Birth


21-11-1993



Marital Status


Single



Nationality



Pakistani

Qualification:

	Degree
	Board
	Subject

	Matric
	Bise Multan,Pakistan
	Physics,Math

Chemisty,Computer

	Intermediate in compute sciences (ICS)
	Bise Multan,Pakistan
	Physics,Math,Computer

	BSC(Comp. Science)
	Bahauddin Zakriya University Multan,Pakistan
	Mathematics,Computer,Statistics


Experience:

· Two year work as a Computer Teacher and teach C language and database and also Manages all computer work and database of  education department in Pakistan.
· Assist in the daily operation of the department
· Maintaining employee and students details.
· Maintaining proper filling
· Preparing and sending couriers.
· Maintaining data of students on database.
· Submission of online admission forms.
· Submission of personal details of students and teachers.
· Submission of funds.
· Making reports.
· Answer the queries that is asked by the administration of database about records. 
· One year experience of  data entry operator with 40 WPM typing speed with good communication skill.
· Other administrative work when required
Abilities

· Installation of all windows 
· installing all types of software managing hardware components web Surfing. 
· Basics of blog designing and blog  handling. 
· Full Command on MS Office and Ms Acces database handling  
Project
· I designed my own project that one is school management system using MS Access database management system and in my college competition and win that competition.
Current Job

· Currently working in AURUM REAL ESTATE BROKERS LLC as a Office Assistant and willing to work in IT department.
Current Job Responsibilties

· Maintaining proper filling
· Scanning all types of documents and sending documents to corresponding mail
· Data entry
· Looking after all office work and ordering new things
· Preparing invoices
Assets
· Ability to grasp new ideas and grow in knowledge
· Able to work well with others and also with team.
Languages known

· English



· urdu
