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CURRICULUM VITAE
Muhammad Nouman
House No. 2 Block No. 22/C, Sector G-1/4 Islamabad.
Contact # 0342-2233123
E-mail: nouman@jobz.pk

Eager to accept new ideas and challenges that can benefit greatly from a highly motivated and goals oriented individual with execellent communication skills and a strong desire to strengthen possessed skills.

Father’s Name


Muhammad Iqbal
Date of Birth


1-3-1988
CNIC No


61101-3322123-4
Domicile


Punjab 
Nationality


Pakistani

Martial Status


Single 
Religion



Islam

	Degree
	Year
	Board/University
	Total Marks
	Marks Obtained
	Grade/Div.

	B.A
	2012
	Continue…. 

	F. A
	2007
	FBISE, Islamabad
	1100
	627
	2nd

	Matric
	2003
	FBISE, Islamabad
	850
	475
	2nd


      
· 03 month Diploma in Information Technology (DIT) from Johar Institute of Information Technology, Islamabad and have minimum 07 year experience of Computer Skills (MS Office, Internet Browsing, Downloading, Uploading, Inpage, etc).
· Good Communication Skills.
· Creative and willing to assume increase responsibilities.

· Working in Establishment Division, Career Planning Wing which deals with the cases of promotion of BPS-17 to BPS-21 officers of PSP/DMG/Secretariat and OMG through holding  of the meeting of High Power Selection Board, Central Selection Board, Departmental Selection Board and Departmental Promotion Committee.
· 03 years experience as a Personal Assistant with BS-20 CSP Officer in National School of Public Policy, (NSPP), The Mall, Lahore since April, 2008 which contained attending telephones and keeping record of trunk calls, movement of files and other papers, handling classified paper in accordance with the special orders of the officers. Moreover to receive and conduct visitors and maintain officer’s engagement diary. In addition routine official duty, casual typing and recording entries in staff car movement register etc. I remained posted as honorary Incharge of Mess and Store department in NSPP.
· 02 years experience as a Data Entry Operator in Pakistan Revenue Automation Limited (PRAL), Avecue Trust Complex, Near Marriott Hotel, F-5, Islamabad.

· 06 months experience as a Date Entry Operator in Sherazi Canon (A project of U-Fone), Melody Market, G-6/2, Islamabad.
· 06 Months experience as a Salesman in Union Bank, Blue Area.

· Will be provided on demand.
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