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Email: Hassan.343172@2freemail.com 
Dubai, UAE

PERSONAL DETAILS
Nationality 

: 
Pakistani
Gender


: 
Male
Date of Birth

: 
08-Aug-1995
Place of Birth    
:           Chakwal
Marital Status

: 
Single
  
Visa Status

: 
Visit visa (Exp: 10 May, 2017)
       Language

:
English  Urdu and Punjabi
OBJECTIVE


As a highly motivated and creative individual, my career aspiration is to contribute the best of my services in the field of Office Coordination. Utilize the knowledge, communication skills and efforts to work effectively in an organization. Be a responsible team player, making significant contributions to the success of the organization goals and strategic directions.
EDUCATIONAL ATTAINMENT 
	IT DIPOLMA
	2013-2014
	Pass
	G.M international academy Lahore Pakistan

	F.A
	2014
	565/1100
	B.I.S.E Lahore Pakistan

	Matric
	2010
	644/1050
	B.I.S.E Lahore Pakistan


WORK EXPERIENCE

· As Office Coordinator at Azgard9 Ltd. Lahore Pakistan (01-01-2015 to till 01-01-2017)
RESPONSIBILITIES
· Controlling all documents work.
· Creating spread sheets and presentations.
· Coordinating and maintaining records for staff.
· Team supporters to gain company goals
STRENGTHS

· Good communication skills

· Internet research ability.
· Ability to work independently and work in a team
· Able to respond quickly in emergency situation
· Excellent command on Microsoft Office with 40 wpm typing speed on both English and numerical.
 REFERENCE 
I hereby attested the accuracy of information declared above are true and correct the best my knowledge and belief. References will be provided if required.
