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CURRICULUM VITAE
ZAHOOR AHMEDA
PERSONAL INFORMATION
          Father  Name

:
Safeer Ahmed

NIC No 

:
37405-9999999-9


Address 

:
40 Adaila Road  Rawalpindi.


Phone    

: 
03015555555

Email 


:
shaukat_md777@yahoo.com
QUALIFICATION


•    Matric ( Science)

•   F.S c (Pre-Engineering)

                        •   B.A   (Punjab University )
LANGUAGES

•  English      ( writing and fluently speaking)


•   Urdu       ( writing and fluently speaking)

                        •   Arabic      ( writing and fluently speaking)

****************************************************************
OBJECTIVES

To work for an organization that could utilize my existing 


Skills   and  provide a learning environment  for building
                        new  skills .

COMPUTR SKILLS
                       Posses a very good aptitude for computer software’s and proven proficiency in use of   

                          following  computer software’s:-

                          MS Windows 98/2000/XP,MS DOS. Microsoft office Tools (Excel, word , Power Point)                                           

                          Fox Pro, Corel Draw, In page, Internet , Emails
OFFICE AUTOMATION:
· Maintenance  of the filing system ensuring safekeeping of confidential materials.
· Draft routine correspondence, interoffice circulars, general briefing notes.   

· Monitor and record all incoming and outgoing pouch/mail.
· Follow up on deadlines, commitments made, actions taken and coordination   of   
                           collection  and submission of the reports to head of unit
Job Title  




    Computer Operator
EXTRA ACTIVITIES 

                                                        Books Reading,  Internet Surfing. Exercise
EXPERIENCE

    Still on job as Computer Operator  MMB Construction Company since  

                              2year I -10/3   Islamabad ,Pakistan
                            Worked as Computer Operator  2 year  in   Holiday-inn  Hotel  

                             Islamabad   Pakistan.
                            Worked as   Computer Operator 3years   in Naeem Pasha      

                            Architects   &  Planning Consultants, Islamabad   Pakistan.

                            Worked as Computer Operator  2years in Mehmood Saeed Jeddah KSA
          *****************************************************************
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