
[image: image1.jpg]


 SABTAIN 
SABTAIN.366582@2freemail.com 

Career Objective.
Seeking a position in Administrator/Operational with a reputed organization where my education & experience will have valuable application.
Profile Summary

· 4+ years of experience in Electrical & Mechanical in Pakistan.
· Proficient in MS Office 
· Excellent communication skills in English  Urdu & Punjabi
· Independent, self-motivated, able to take responsibilities & work well under pressure.

· A good team player with demonstrated ability to learn quickly & apply the same effectively.
Work History

· 06 Months experience as salesman
· 02 Years experience as Electrician At Waheed workshop Pachnand. 
from Aug, 2008 to April, 2010.
· 02 Years experience as Electrician in Mateen Hardware & Sanitary Store Pachnand from Sep 2013 to Present. 
· 3 years experience of teaching and home Tuition.

______________________________________________________________________________
JOB PROFILE
Assistant 

· Sorting and allocating incoming paper and electronic mail

· Organizing and filing documents

· Handling incoming calls

· Managing schedules

· Arranging travel

· Preparing memos, correspondence, spreadsheets, and presentations

· Maintenance Record Company 

Electrician

· Assemble, install, test, and maintain electrical or electronic wiring, equipment, appliances, apparatus, and fixtures, using hand tools and power tools.
· Ensure that work is in accordance relevant code.
Academic History

· Matric:

Board of Intermediate & Secondary Education, Rawalpindi, Pakistan

· Intermediate:
Board of Intermediate & Secondary Education, Rawalpindi, Pakistan
· Graduation:
            University of Punjab Lahore Pakistan
____________________________________________________________________________________
Training & Courses
· IOS\FIRST AID COURSE

Horizon Institute of Occupational Safety Rawalpindi. 
Computer Skills
· Internet & Email
· Hardware 

· Software

· MS Office

· Adobe Photoshop

· Window XP Window 7 ,Vista, Window 8

Personal Details
Date of Birth 


08th May 1994
Nationality


Pakistani
Languages Known 

English, Urdu & Punjabi
Gender                                    Male
Marital Status


Single                       
_____________________________________________________________________________________
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