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 Umer Shafiq   
CAREER OBJECTIVE:
My career objective is to get valuable hands on experience in such an organization which provides challenging opportunities for learning and working. And also use my knowledge in practical field to attain maximum satisfaction from my jobs.
ABILITY & potentiality of duty:

· Having strong vigor of performing up to 12 hrs duty.
· Having creative & constructive mind. 

· Having easy convincing & effective language skill.

· Having controlling techniques while under-pressure.

· Having strong Responsibility control of surrendered tasks.

Personal Information:

Name

:

Umer Shafiq
F/ Name 
:

Muhammad Shafiq 

Date of Birth
:

12th April, 1987
C.N.I.C
:

17102-2233211-4
Domicile 
:

Punjab
Marital Status:

Single 

Religion 
:

Islam 
Nationality 
:

Pakistani

Academic Qualification:

  S.S.C                               (2004)                         433/850          BISE Peshawar Pakistan

   F.A                                  (2007)                        690/1100         BISE Peshawar Pakistan 

  B.A   (Pol. Science)          (2009)                        247/550       University of Peshawar 

  M.A   (Pol. Science)         (2012)             
 Final         University of Peshawar
MAJOR SUBJECTS STUDIED AT MASTER LEVEL

1:  Political System of Western Countries & Muslim World. (Developed & Developing Countries)

2: Government & Politics in Pakistan 
3:. Political Philosophy


4:  International Relation
 5: Public Administration
PROFESSIONAL CERTIFICATES:
· 1 year experience certificate from NIMS (New Islamia Model School) Mohmand Agency as Computer Instructor.
· 1 year experience certificate from Summer Zone Computer & English Language Center Shabqadar as Computer Instructor.
· 2 years & 6 months experience certificate from CCDS Shabqadar Dist Charsadda
as Computer Operator.
· 5 months experience certificate from Computer Zone Shabqadar as Office Assistant.

Additional Certificates & Diploma:

· Six months certificate in computer from SUMMER ZONE COMPUTER ACADEMY Shabqadar.

· One year Diploma in English language from BAB-E- TAHLEEQ ENGLISH LANGUAGE CENTER Shabqadar.

· Six months Certificate in Auto Cad.

· Three months type- write Certificate from New Microsoft Computer Academy Shabqadar.

· Government Issued certificate as Volley Ball Player.

Computer Skills:

· Operating System: Window 98, XP, Windows 7 Ultimate 
· Ms Office, 
· Adobe PhotoShop, Corel Draw 9,10,11, Inpage, AutoCad 2004, 

· Internet, Software Installation, Hard ware.

· Digital Photography 

· MCSE ( Microsoft Certified System Engineer)
· Excellent skill of working on Local Area Network. 

· Good hands on Internet & e-mailing systems and Browsing. 
Professional Experience:

· 3 Months experience in Tele-Marketing at AMBASSODAR SOLUTIN CALL CENTER Peshawar. 
Position:         (CSR) CUSTOMER SALES REPRESENTATIVE

Duty Time:      Perform 8hrs duty as according to the rules of office

Services: The Project was to deal with the Water and Gas Supply.

· Call in the customer in UK.

· Inform the Customer of our new Products.

· Convince them (using English Language)
· Let them aware of Product’s rate and prices.
· 5 months experience as Computer Operator in Shabqadar Digital Computers Shabqadar.   
      


 ( April, 2008 to Sep, 2008)
Position:

Computer Operator 

Duty Time:
Perform 12 hrs duty as according to the office rules

Services:
Using Computer, Scanner, Printers and office file work
· Composing, Printing, Scanning and Digital Photography
· Data entry and basic Accounting 
· 7 months experience as Office Assistant in Computer Zone Shabqadar
 


   (Nov, 2008 to May,2009)
Position:

Office Assistant
Duty Time:
8 hrs duty as according to the rules of office  


        Services:
Using Computer, Scanner, Printers and office file work

· Maintenance of office Administration 

· Data entry and basic Accounting 

· Maintenance of office Accounts and File work
·    Dealing with Customer as Assistant Officer 

· Performed Administrative and Managerial tasks.
· Two & half years experience as Computer Operator in Syber Computer & Digital Studio Shabqadar.  
    



  (July, 2009 till date)
Position:

COMPUTER OPERATOR 

Duty Time:
8 hrs duty as according to the rules of office  

Services:
Working with Computer, Scanner, Printers 
· Office files work and digital Photography.
· Composing such as Application, Experience Certificate, Character Certificate, Service Certificate, Papers, Income Certificate etc.
·    Data entry and Basic Accounting 
· Work with scanner and its Property such as Scanning of all kind of legal documents; Make its resolution and Size etc.

· Work with Local Area Network, Printers and its Properties.
Communication Skill:
Languages 
Speaking
Writing 
Reading 

English
Average 
Good 
 
Average


Urdu

Excellent
Excellent
Excellent




Pashto

Excellent 
Excellent
Excellent
Mailing Address:					  Cell Contact:


Sadar  Marhi sherezi wala. 			+92 318899776


P/O & Tehsil Neman Distt Chakwal		


Punjab Pakistan 				


				


Emergency Cell:   +92 306 99766


E-Mail:   Umer Shafiq

















