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IRFAN 
C/o-Mobile: +971502360357
 E-mail: Irfani.377191@2freemail.com 

CAREER OBJECTIVES
To secure a responsible position with a growth oriented company with opportunities for personal advancement to enable me to utilized my skills, expertise, and experience to my fullest potential and also put my experience which I gain from Pakistan.
EXPERIENCE
            2 Years of Professional work Experience as a “Data Entry Operator”
             Bright Future Model School & Collage Lakki Marwat, Pakistan from (Oct 2014 - Dec 2016)
ABILITIES & RESPONSIBILITIES
· Making entries and record keeping, and generate reports of the month.

· Daily monitoring of data entry and returned hard copies to field after data entry.

· After completion, all data discussed with the principal daily.

· Connect with the concern officer and trying to solve the problems.
· Worked as a part of project team to coordinate database.

· Prepared salary sheet every month of the teachers.

· Make and Check attendance Sheet every month of the teachers.
· Generate roll numbers slip and make detail marks sheets of the students.

· Enter and updates data daily.
· I have excellent knowledge of using office equipment, like printer and scanner.
· I have an excellent knowledge of correct spelling, grammar and punctuation.
· Moderate to proficient knowledge of Microsoft Office.
· I must be comfortable with sitting for long periods.
· I can work under pressure with a minimal supervision.

· I have good communication skills both in written and verbal.

· I have good typing speed with good rate of accuracy.
EDUCATIONAL BACKGROUND
1. Bachelor of Computer Science  
 University of Science Technology Bannu Khyber Pakhtunkhwa, Pakistan. (August - 2012)
2. Bachelor of Education (B.Ed)  
 University of Science Technology Bannu Khyber Pakhtunkhwa, Pakistan. (April - 2015)

TRAINING & CERTIFICATES

1. Information Technology (IT)  
 Khyber Pakhtunkhwa Board of Technical Education Peshawar, Pakistan (August - 2013)
2. Office Automation  
 Skill Development Council Peshawar, Pakistan (June - 2006)
3. Auto Cade  
 Khyber Pakhtunkhwa Trade Testing Board Peshawar, Pakistan (November – 2014)
4. Safety Officer  
 Khyber Pakhtunkhwa Trade Testing Board Peshawar, Pakistan (September – 2015)
5. IOSH Certificate  
 Istitution of Occupational Safety & Health (June – 2016)
6. Survey 
 Khyber Pakhtunkhwa Trade Testing Board Peshawar, Pakistan (April- 2011)
7. Typing Course
Masarcom computer Center Serai Naurang, Lakki Marwat, Pakistan (August – 20011)
COMPUTER SKILLS
· Ms Office ( Word, Excel, Power Point) 


Excellent
· Hardware and Software Installation


Excellent
· Internet( Mailing, browsing, Face book, Twitter)
Excellent
· Coral draw






Good
· Adobe photo shop





Good
· Tally accounting





Working
· HTML







Good
· C++







Working
PERSONAL INFORMATION
Place of Birth


:
Lakki Marwat
Sex



:
Male

Marital Status

:
Single

Religion


:
Islam

Nationality


:
Pakistani
Date of Birth


:
09-12-1989
Languages


:
English, Urdu (writing, reading, speaking)
RESPECTED SIR
I am offering my service as a candidate. My necessary particulars, experience, as mentioned

In CV above which is based on fact? I have well command in teaching as a primary level as well as in computer programs. Computer applications particularly Office programs. You may please give me a chance. I assure you sir that I shall devote my full efforts, and leave no stone upturn. I discharged of my duty/assigning duties as well thanks in advance for your Co-operation.

