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.                                                                                                     
PERSONAL:
Date of Birth:   December, 18, 1989
Nationality:   Pakistani
Marital Status:   Single
Visa Status:   visit visa 
EXPERIENCE SUMMARY 
· Worked as a (1.6years) (June 2011 to December 2012)
· 01 year work as a Clerk in (January 2013 to december 2013)  
Qualification
       Degree            


  Year     


Board
	Metric Science
	2006
	Mirpur Board AJK

	Intermediate
	2008
	Mirpur Board AJK

	Graduation
	2011
	AIOU Islamabad

	
	 
	 


COMPUTER SKILLS:
· 03 month basic computer course from FVO. 

· 03 months English language course from FVO Muzaffarabad. 

· 06 month computer course (M S Office ,power point) from Iqra university Islamabad.
Training and work shops:
· Project proposal writing training from PRCS. 

· Communities’ mobilization skills training from PRCS. 
· First Aid training from PRCS. 

· Light search and rescue training from PRCS. 

· CBHFA coaching training from PRCS (TOT). 

· Health & hygiene , preventive health care , DRR orientation session from PRCS 
Management:
· Motivating a team to increase sales and ensure efficiency. 

· Dealing with staffing issues 

Administration:
· Good knowledge of Computer Applications like MS Word, MS Excel 

· Experience with internet research. 

· Compiling and assembling various presentations as required. 

· Answering phones; filing/photocopying/scanning documents, etc. 

Skills & Responsibilities:
· Experience providing professional customer service and employee support. 

· Screen telephone and personal callers. 

· File correspondence and other records. 

· Receive and process incoming and outgoing mails. 

· Store and retrieve data on computers.  

Skills and Capabilities
· Have good communication skills 

· A team player. 

· Can handle stress easily 

· Have good presentation skills .                                               
Interest 
· Playing Cricket , Foot Ball & snooker 

· Exploring new technologies. 

· Net surfing 
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