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Shafaq Saeed
Rehmatabad, Chaklala, Rawalpindi.
Mobile no: 0345-55555555
Phone no: 051-55555555
Email: shafaqsaeed@jobz.pk 
Objective

I am a recent Intermediate who combined studies with working and other commitments. In achieving this, I have shown myself to be self-motivated, committed and determined in achieving my goals, come what may. I have also demonstrated negotiating and organizing skills, a firm sense of responsibility and my capacity to work hard under pressure. I possess excellent verbal and written communication skills and am able to relate to a wide range of people, as proven by my varied work experiences: in retail, catering, hospitality work, and teaching. My objective is to bring out the best of myself while working with a professional organization. I am a hard working person and would work hard for my organization as well. I believe in honesty, dedication and commitment towards the employer.

Personal Information
· Name : Shafaq Saeed
· Father Name : Muhammad Saeed
· Date of Birth: 14 Oct,1999
· Gender: Female
· Religion : Islam
· Domicile: Rawalpindi
Education
· SSC(FBISE Board)
· Subjects(Science Group)

· Year – 2008
· Marks - 422/850
· HSSC(BISE RWP)
· Subjects(Psychology Fine Arts + Civics)

· Year – 2010

· Marks - 574/1100

· BA(AIOU) Continue
· Subjects(General Group)

· Year – 2011

· University :AIOU
· Certificate in Competency Based 

· Year - 2010 to 2011
· Institute  :Rifah Technical Training Institute Rawalpindi
Experience
1 year teaching experience in Private School Rehmatabad, Chaklala, Rawalpindi.

Job detail
· Instruct students on basic computer skills including keyboarding, Microsoft Office, and window XP use. Provide in-depth training sessions on HTML editing software’s including Office FrontPage. 
· Guide tour of Internet use and etiquette; proper email distribution, usage, and sending. 
· Monitor student growth by calculating surveys and observance.
· Participate in staff training sessions - leadership, communication development, and team building Assembled a group of creative students to create three websites.
· Present learning materials in various mediums - books, Internet, audio, and visual drawings.
· Assist students in homework assignments, skills development, and career counseling.
· All of my work experiences have involved working within a team-based culture. This involved planning, organization, co-ordination and commitment.
Skills
	Research Dissertation
	Researched both in paper journals and on the Internet and library based research. 

	Teamwork 
	I have successfully undertaken various team projects within both academic and non-academic environments.

	Communication 
	Oral communication skills expressed in presentations and in talking to the general public. Writing skills developed with essay writing.

	Willingness to learn 
	I am keen to develop my understanding and acquire new skills through employment. 

	Problem solving 
	I have the ability to problem solve, tested with continuous problem solving exercises given as assessments, which may require mathematical analysis and evaluation. 

	Computer skills 
	Knowledge and experience of Windows XP, MS Word, MS Access, using email and the Internet.

	English Language Course
	3 months 

	Online data entry
	I am doing job for cyber on line jobs in my home.
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