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CAREER OBJECTIVE
Looking forward for a challenging position in some organization for the opportunities where I can utilize my IT and Data entry Operator Experiences, Management, Leadership, and Product Delivery Skills. I strongly wished to be a team member with demonstrated ability to new commodities and environments.

PROFESSIONAL STRENGTH
Good typing speed with good knowledge about MS Office and internet, Problem solving, strong creative thinking, quality to mould according to circumstances detailed oriented and analytical. Good communication skills, leadership qualities, highly energetic and motivated.
PROFESSIONAL PROFILE
Dedicated, committed to excellence, creative and adaptable. 

Recognize that in today’s market place – Customer Satisfaction is the key to success.
EDUCATION
 [2006] Intermediate (F.A) 

Board of Intermediate & Secondary Education, Mirpur Azad Kashmir
[2001] Matriculation 
Board of Intermediate & Secondary Education, Mirpur Azad Kashmir
PERSONAL DATA
D.O.B

:
February 21, 1983

Nationality
:
Pakistani 

Religion
:
Islam

Marital Status
:
Marriage
Height

:
5.8

PROFESSIONAL EXPERIENCE
	(2005-2008) 


	Govt. Job in Department LGRDD Kotli (CISP) 
 Designation:  Computer assistant /computer operator  
Responsibilities Included:

· Inpage (Urdu) Composing.
· Worked in Microsoft word 

· Worked in Microsoft PowerPoint   
· Cutting statement in Microsoft Excel

· Measurement statement in Microsoft Excel

· Presentation (slide) in Microsoft PowerPoint

· English application in Microsoft Word

· Computer lab and Personal Computer (Server) maintain

· Networking in lab

· Installation of Computer lab and Personal Computer
· Installation in Windows XP/ 2000.

	2008-2011
	Linkers Career Development (SBM)

A project of Azad Kashmir

Designation:  Office Manager And Customer Relation Officer
Responsibilities Included:
· Supporting Staff in house and external Events.

· Maintain and check the whole filing system of society   

· Check and balance the accounts of the office.

· Dealing with Banks

· Preparing the Agenda for Meeting.

· Monthly Expense Recorded of office.

· Counseling with executive.

· Discuss with Managing Director on various matters.

· Receipt and Dispatch the correspondence of the office  

· Documentation of the Clients. 

· Prepare Receivable & Payable Report

· Preparing the letters for making enquiries from Embassies.



March, 2011- continue
Fast Track Development 
Designation:  Data Entry and IT Development Officer
Responsibilities Included:
· Maintain and check the whole filing system of society Counseling with executive.

· Documentation of the Clients. 

· Career Development Information
· Preparing the letters for making enquiries
· Professional Email & Letter Writing
CERTIFICATIONS / COURSES
Diploma awarded by Information Technology Centre Kotli Azad Kashmir
In “Computer Science”

Diploma awarded by Muslim Hand Centre Kotli Azad Kashmir in

 “Computer Hardware Engineer”

Diploma awarded by Friend Institute of Modern Science Kotli Azad Kashmir in 

“Application Software”

Diploma awarded by Digital College of Computer Science Kotli Azad Kashmir in

“Computer Science’ 

COMPUTING & BUSINESS MACHINES SKILLS
· Operating system- MS Window (Dos,Window98, 2000, XP, 2010 XP Crystal XP Windows 7,Windows 8,Windows Vista).
· Office Automation – MS Office .
· Proficient in PC installation and trouble shooting.
· Good working knowledge of computer hardware and Software.
· Good  Knowledge of Computer Networking
· Able to quickly adapt to new situation and system.

· Professional Telephoning Skills

· Professional Meeting Skills

· Professional Email & Letter Writing Skills

· Professional Multi-media Presentation Skills

Autocad Skill
· Architectural 
· Engineering 
LANGUAGES
English, Urdu, Arabic , Punjabi and Hindko can speak and write comfortably.  

INTERESTS
Playing Cricket & foot ball Reading books, Traveling, Watching TV, Computers and Internet Browsing to keep myself updated.

REFERENCES
 Reference will be furnished on demand.[image: image2.png]
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