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 Mahfooz
Mahfooz.189765@2freemail.com  
FOR THE POST OF: ANY SUITABLE JOB
CAREER OBJECTIVE
To improve my skills working on a respectable position, and make my name in the field now I am looking forward for a suitable post in your highly esteemed organization where I can show my capabilities and qualities up to management satisfaction.
PERSONAL PROFILE

· To treat customers as the person related to us and to ensure his satisfaction.
· Performing basic clerical responsibilities such as Data Entry, filing and copying as required.
· Have the ability to send professional replies to all customer feedback.
· Have good typing accuracy and basic PC skills
· Passionate about improving learning for children and getting involved in all areas of the school community.
· Having knowledge about causes of disturbance in children.
· Marking coursework and monitoring a child’s performance.
· Helpful to prepare pupils for individual as well collective action.
· Guiding students about their various social aspects of life
· Knowledge about the impressing Characters on child’s personality.

WORK EXPERIENCE

Company

:
Excellent Surveyor (PVT) LTD

Position Held

:
Customer Relations Officer 
Period


:
2012 – 2013       

DUTIES & RESPONSIBILITIES
· To manage the paperwork to make sure that day-to-day business runs smoothly.
· To convey company’s policies/delivering information to the customers.


· To support staff persons.

Company

:
Iqra Children & Computer Academy
Position Held

:
Social Studies Teacher
Period


:
2008 – 2010     
DUTIES & RESPONSIBILITIES

· Responsible to create a positive learning environment, to develop the educational and social development of pupils.
· Supporting the school in delivering the curriculum effectively.
· Achieving and maintain high standards of care and education.
· Working with other staff to plan and coordinate work.
· Helping to prepare pupils for examinations.
· To teach all social subjects to students.

· Providing guidance and instruct the students.

· Looking after progress of students in a class.
· Assigning class plus home work to students.

· Encouraging the students to learn new things and participate in extra co-curriculum activities.

· Completing syllabus on time.

· Maintaining complete record of students.

· Providing special attention to weak students.

· Attending seminars and guest lecturers conducted in other schools.
EDUCATION ATTAINMENT 
Master of Science in Sociology  

Kohat University of Science & Technology
Kohat – Pakistan (2010 – 2012)
Bachelor of Arts 
Government Degree College Banda Daud Shah, Karak

Kohat University of Science & Technology
Kohat, Pakistan (2008 – 2007)
Certificate in Social Work Programme

Kohat University of Science & Technology

Kohat – Pakistan (2007 – 2008)

6 Months Safety inspector Certificate 

Government Technical and Vocational Traning Center 

Kohat, Pakistan (2007 - 2008)
COMPUTER SKILLS
· 3 Months Advance Computer Diploma 
      AutoCad Institute of Information Technology (Pvt) Ltd

      Rawalpindi, Pakistan (2009)
· Primavera P6 R8.2 (Project Planner)
Al-Nusrat DevelopmentInstitute

Khanna East Ghori Town Phase1

Islamabad, Pakistan (2013)    

PUBLICATION
Article is submitted for publication in Isra Medical Journal (IMJ) Islamabad, on the Title “Analysis of Patients Problems at Public Hospitals in Southern Region of Khyber Pakhtunkhwa” Pakistan. (In Progress)

RESEARCH

Research activity “Analysis of patient’s problems and level of satisfaction at Public Hospitals in District Karak” Pakistan.

CONDUCTED FIELD WORK REPORT

Field work Report “The Role of Sarhad Rural Support Program (SRSP) a NGO with reference to Social Mobilization in District Karak.
LANGUAGES KNOWN

· Urdu, English & Little Arabic.
