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SUMMARY
· Over two years experience of computer operator and Customer Services Relationship.

I have good communication and time management skill can work under pressure and I have good command over Microsoft Windows, Microsoft Office tools.  
· I can handle all office related tasks.
· Now looking to further an already successful career by working for a ambitious and expanding company.
WORK EXPERIENCE

· IT Assistant/ computer operator
Al Azhar Computer Centre (Since Jan 2013 to June 2014)
· Installing and configuring application and operating system software and   upgrades

· Removing old equipment and performing data migration to new machines.

· Diagnosing and solving hardware/software faults

· Logging customer/employee queries

· Analyzing call logs 
· fax, scan and copy documents

· receive, sort and distribute incoming mail

· type documents, reports and correspondence

· update and maintain databases such as mailing lists, contact lists and client information
Office Assistant/ Customer Services Relation. 
NICON Group Of Colleges ( July 2014 to December 2014)
· answer phones and transfer to the appropriate staff member

· take and distribute accurate messages

· greet public and clients and direct them to the correct staff member

· coordinate messenger and courier service

· receive, sort and distribute incoming mail

· monitor incoming emails and answer or forward as required

· prepare outgoing mail for distribution

· fax, scan and copy documents

· maintain office filing and storage systems

· update and maintain databases such as mailing lists, contact lists and client information

· update and maintain internal staff contact lists

· type documents, reports and correspondence

· co-ordinate and organize appointments and meetings

· monitor and maintain office supplies

· ensure office equipment is properly maintained and serviced

· keep office area clean and tidy

SKILLS
· Good communication skills and fluency in English, Urdu, Shina, hindi.                                        

· Ability to make interaction and convince people.

· Can comfortably work with the Ms Office, Ms Word, Ms Power point.  

· Strong communication skill.

· Net Browsing, Searching, E-mail, painting. 

· Installation of windows XP/98.

· Ability to work individually and in group         

QUALIFICATION

· BSc. Govt. College Rawalpindi  (in process)

· H.S.C. Board of Intermediate Education Karachi (General Science) 

          

· S.S.C. Examination Karakorum Board Gilgit.

PERSONAL INFORMATION

· Date of Birth: 01 Jan 1991
·  Nationality: Pakistani
.  

REFERENCES 
                              Will be provided upon request.
