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Qadarabad, Faislabad
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0222-5345435
0333-5345435
tajmul@jobz.pk 


	OBJECTIVE

To work in a progressive organization and groom my Professional abilities and put my creative ideas to functional use.
PERSONAL PROFILE

                        Father Name:        Hassan Deen Malik
                        D.O.B: 
             3 June 1990
                        ID Card No.:        37405-3424324-3
                      Nationality:        Pakistani
                      Domicile:            Rawalpindi (Punjab)

                      Passport No.:     X24890342
                      Marital Status:   Single
EDUCATION

Bachelor in Arts 

 University of Sargodha, Pakistan,                                                                                                   2011
In Process
FSc Pre-Medical

Government College, Gujranwala                                                                                                     2005 - 2007
Marks:  664/1100, 1st Division
Matriculation in  Science 
Gujranwal Board, Gujranwala                                                                                                          2003 - 2004                         

Marks: 565/850, 1st Division 

MANAGEMENT SKILLS AND COMPETENCIES
· Remarkable time management skills, 

· Strong ideas enhancement abilities.

· Excellent Listening and comprehension Skills.

· Ability to work under stress and pressurized situation.
EXPERIENCE
Serving COMSATS Institute of Information Technology (CIIT), Wah Campus since 1st February 2008 in Administration Department as an Office Assistant. Dealing with administrative matter i.e. maintaining and dealing personal files of employees, maintaining of campus employee’s leave record, Medical Insurance claim reimbursement and other relevant cases, official correspondence with outsiders, preparation of contract agreements, assist to Project manager and project director, preparation of comparative statements of various categories of tenders documents, preparation of purchase order , preparation / releasing of advertisements for press releasing, Stock entry, maintain fixed asset register and maintaining/updating of all office record/files etc.

 References will be furnished on request.
	Postal Address
H#22,St#33, new adam g road sadder cannt Rawalpindi Pakistan.
Computer Skills
Advance Diploma in Information Technology.
Languages

Punjabi and Urdu.
Certificate in English Language.
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