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YOUR NAME                     

House  # 54, Street # 4, Garden Town,

Near Zia Masjid, Islamabad.

Cell# 0306-0000000, 0345-0000000
E-MAIL: yourmail@jobz.pk
	OBJECTIVES


To utilize my potential to the utmost of my abilities and to make a meaningful difference in this contemporary era of rapid progress.
	SUMMERY OF EXPERIENCE


	Post
	Employer
	From
	To
	 Nature of Work

	Industrial Liaison Officer
	PCSIR Head Office Islamabad
	July 2009
	To Date
	Administration

	Manager HRD & Admin
	M/s CET (Pvt.) Ltd
	July 2007
	June 2009
	  HRD & Admin

	INTERNSHIP
	NTC Head Office Islamabad.
	March 2007
	June 2007
	  INTERNSHIP


	QUALIFICATION


	Certificate/Degree
	School/Board/University
	Year
	Marks
	%
	Division

	MBA
	NUML Islamabad - Pakistan
	2006
	1703/2600
	65.5%
	FIRST

	BBA
	AIOU Islamabad - Pakistan
	2003
	1257/2000
	63%
	FIRST

	F.Sc  (Pre Medical)
	B-I-S-E SUKKUR
	1999
	662/1100
	60.1%
	FIRST

	Matriculation 
	B-I-S-E SUKKUR
	1997
	536/850
	63%
	FIRST


	SPECIAL COURSES


	Name of Course
	Name of Institution
	Division
	Year

	Diploma in Information Technology
	Joher Institute of Information Tech.
	FIRST
	2009

	Diploma in English Language
	NUML Islamabad- Pakistan
	FIRST
	2003

	Certificate in English Language
	NUML Islamabad- Pakistan
	FIRST
	2000

	Certificate in Computer Sciences
	F.G. School # 6 Islamabad - Pakistan
	FIRST
	1995


	ADMIN  SKILL


· Maintenance of Employees Personal Files
· Maintenance of Employees Database
· Drafting of Letters and Memos
	COMPUTER SKILL


· PC Assembling

· Microsoft Windows 98/2000/MEow/XP/Windows  7

· Microsoft Office 2000/XP/2007 (MS Word, MS Front Page,  MS Excel and MS Access)
· MS DOS &BIOS Settings

· Operating System & Software Installation

· Basic Networking

· Hardware Installation & Maintenance

· Picture & Video Editing

· Internet  (Browsing, E-mail & Searching from Softwares)
	LANGUAGE SKILLS


English, Urdu, Sindhi.
	WORKSHOPS ATTENDED


· Glories of Marketing at Bahria University Islamabad.
	PERSONAL INFORMATION


	Father’s Name:
	-----------------------

	Date of Birth
	02-01-1981

	N.I.C
	61101-4323235-9

	Domicile:
	Sindh ( R ) District Ghotki

	Religion
	Muslim
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