






Cv Sample by cv.jobz.pk

Qamar Shahzad
House No. D-74, Street No. 21, Block-5
Angat Pura Rawalpindi 
Pakistan- Cell +92331773489
Email.  qamar@jobz.pk  
	Objective
	To work in a competitive and progressive environment in order to flourish my skills, abilities and vision to become a Highly Professional. 

	Qualification
	B.S Mass Communication (Appear in Final)
Federal Urdu University Karachi, Pakistan
Intermediate
Board of Intermediate Education Karachi, Pakistan

	Awards & Achievements
	· Best Volunteer Shield in Conference Management.
· Scholarship: District Scholarship for the degree of B.S Mass Communication.
Seminars & Conferences

· 2 days International Conference on Freedom of Press

· 5 days Social Conference by World Social Forum Karachi

· 7 days International Urdu Conference 2009 by Art Council of Pakistan

· 7 days International Urdu Conference 2008 by Art Council of Pakistan

· Drugs Free Pakistan Seminar by Drugs Free Pakistan Foundation
· Seminar on Role of Sindhi Culture in Media

	Experience
	1. Pakistan Broadcasting Centre Karachi (July, 2010 - June, 2011)
Worked as Media Assistant (Internee)
Major Responsibilities include:-

· To assist Incharge, PBC in administrative and production affairs.
· To coordinate with attached centers and departments.
· To manage the daily routine official work and correspondence.
· To prepare drafts, letter, memo, notifications, office orders etc:
· To manage computerized as well manual record.
· To compose and edit documents in English and Urdu.

2. Bakh Multipurpose (NGO) (Jan, 2007 – Dec, 2007)
As Computer Operator
Major Responsibilities include:- 
· To manage office work and prepare soft & hard copies.
· Maintain and distribute staff monthly schedules.

· To keep record of projects, meetings, staff salaries etc:

	Computer Literacy
	· Microsoft Office
a) Ms Word: Preparation of letters, Notifications and Memo’s.

b) Ms Power point: To prepare presentations and reports.

c) Ms Excel: Managing data by sing tables, functions, graphs, charts etc.

· In page
· Adobe Photoshop, Adobe Illustrator
· Typing (English, Urdu)


	Personal Information
	· Father's Name

:
Khan Zaman
· Date of birth 

:
21 June-1984
· C.N.I.C Number 

:
37405-8976342-5
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