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MUHAMMAD 
Email: Muhammad.342196@2freemail.com 
CAREER OBJECTIVE:

To work with an aim to gain valuable experience and professional skills in an organization that provides a challenging and developing environment.

WORKING EXPERIENCE:

I have done my professional experience in following reputable Organizations:
INFAS Middle East (Feb 2015 to July 2016):
1 Year and 5 months experience as Document Management Coordinator in INFASS Middle East for the different types of business applications.
Brief Introduction of INFAS Middle East:

Infas ME – Member of Win Group is an IT Dubai-based company founded in 1997. The company offers a wide range of ECM solutions and Document Management Services based on leading technology providers. Company is also working with DU telecommunications which is offering mobile and fixed telephony, broadband connectivity and IPTV services to people, homes and businesses all over the UAE.

Working Responsibilities:
· Document management of all types of business applications i.e. Elite, Fix, e-registration, Enterprise etc.

· Strict regular checkups over quality of the data base.

· Working with customer database and managing the top quality.

· Carrying out regular data entry procedures to maintain strict schedule of delivery
· Data entering in both English and Arabic language.

National Data Base Registration Authority (Sep, 2010 to Aug, 2014):
04 years working experience as Data Entry Operator and Office Assistant in the following different and challenging projects of NADRA:
P.A to Director Projects (Mar, 2013 to Aug, 2014):
1½ Years working experience as Personal Assistant to Director Projects in NADRA. In addition to supporting Directors, their team and departments, I also have some other workload and responsibilities.
Working Responsibilities:
· Carrying out specific projects and research.
· Responsible for accounts and budgets.
· Taking on some of the Director’s responsibilities and working more closely with management. 

· Deputizing for the Director’s making decisions and delegating work to others in the Director’s absence.
· Being involved in decision-making processes.
· Help their bosses with aspects of their personal life.
· The task of arranging airline flights, hotel rooms and rental cars.
Office Assistant (Sep, 2012 to Feb, 2013):

06 Months working experience as Office Assistant in NADRA. Here are some additional duties that include evaluating entry-level staff, training, planning work schedules and assigning duties to lower level.
Working Responsibilities:

· Responsible to guide new employs and their training.
· Responsible to handle mail and outgoing massages.
· Responsible to operate fax machine, phone system and office equipment.
Data Entry Operator (Sep, 2010 to Aug, 2012):
02 year working experience as Data Entry Operator in the following challenging projects of NADRA:
1. SCAC Secure Card for Afghan Citizens (Sep, 2010 to Oct, 2011):
This project works with UNHCR, MORR (Ministry Of Refugees and Repatriation), CR (Commissionerate for Refugees) for the verification of Afghan Refugees and issuing new registration cards to them
2. CDCP Citizen Damage Compensation Program(Nov,2011 to Jan,2012):
This project works for the issuance of Watan Cards to the affective of flood affected areas of Pakistan.

3. BDC Benazir Debit Card (Jan, 2012 to May, 2012):
This project works for the issuance of Benazir Debit Cards to the widows and poor women of Pakistan. The holders of these cards are benefited with quarterly payment and other financial help by Benazir Income Support Program.

4. ECP Election Commission of Pakistan (May, 2012 to Jul, 2012):
This project initiated by NADRA for the proper data management and verification of all the voter lists of Pakistani citizens. This project finalizes the accurate voter lists for each family of the Pakistani citizens.

5. Destruction Cell of NADRA (Jul, 2012 to Aug, 2012):
In this department of NADRA, data of all the expired / modified / re-issued CNICs of Pakistani citizens is maintained and further after these expired / modified / re-issued cards are sent to the head quarter for proper destruction.


Working Responsibilities:

· Entering of all aspects of data of Applicants / beneficiary.

· Resolving applicant complains at complaint desk.

· Delivering of CNICs / beneficiary cards to the applicants.

· Entering of fresh appeals data.

· Taking thumb impressions of applicants / beneficiary
· Data verification of applicants / beneficiary.
· Entering of voter’s data, family number, addresses etc.

· Verification and deletion of fake data 
· Collection and storage of expired / modified / re-issued CNICs 

MOBILINK FRANCHISE (Jul, 2010 to Sep, 2010):
03 months working experience in Mobilink Pakistan as Computer Operator and Sales Officer.

Working Responsibilities:

· Responsible for managing all the computer data in office.

· Responsible for the sales of new SIMs.

· Responsible to resolve technical issues.
RAIZ ENGINEERING WORKS (Jun, 2008 to Jul, 2010):
02 years working experience as Computer Operator and Office Asstt at RAIZ Engineering Works, Industrial Estate, Kohat Road, Peshawar.


Working Responsibilities:

· Responsible to maintain all the purchase and sales record.

· Responsible for all the correspondence and replies in time.
· Responsible to resolve computer queries and office related issues.
ACADEMIC QUALIFICATION:

· S.S.C. Exam (Matric) from BISE Peshawar in the year 2005.

· H.S.S.C. Exam (F.A) from BISE Peshawar in the year 2008.

· Diploma of Information Technology (D.I.T) from Khyber Pukhtoonkhwa technical board Peshawar.

· Graduation(B.A) from University of Peshawar.

· Master of Arts (M.A) political scince from University of Peshawar.(result waiting)
PROFESSIONAL QUALIFICATION / COURSES: 
· 06 monthly course of information Technology from N.W.F.P Trade Center Peshawar.
· 06 monthly Typing / Short hand Course from Staff Welfare Organization kohat road Peshawar.
· 06 monthly Electrician Course from N.W.F.P Trade Center Peshawar.
· 06 monthly Welding Course from NAVTEC Center Hayat Abad Peshawar.
PERSONAL BIODATA:

Date of Birth:

25thApril 1988
Religion:  

Islam

Nationality: 

Pakistani

Martial Status: 
Single

COMMUNICATION SKILLS:

· Can frequently speak and understand the following Languages:
· English

· Urdu

· Hindko
· Pushto

REFERENCES:

· To be furnished on demand
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