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YOUR NAME



OBJECTIVE

Seeking to get a career-oriented job in a professional environment that offers utilization of my skills and provide learning opportunities to keep pace with advanced technologies.

QUALIFICATION

	Degree
	Board
	Year of Passing
	Subjects
	Marks Obtained
	Division/Grade
	%

	F.Sc

(2ND YEAR)
	F.B.I.S.E Islamabad
	In Progress
	COMPUTER SINCE
	………..
	…………
	………

	F.Sc
(1ST YEAR)
	F.B.I.S.E Islamabad
	2011
	COMPUTER SINCE
	400/ 550
	1ST/ A+
	73%

	SSc

	F.B.I.S.E Islamabad
	2010
	COMPUTER SINCE
	772/ 1050
	1ST/ A+
	75%


 PRACTICAL EXPERIENCE

· 3 Month experience as a Marketer in Rafay Mall.
· 5 Month experience as an Accountant cum Computer Operator in Rafay Mall.
TECHNICAL SKILLS

· Diploma in Office Management.

· Wi-Fi setup, Web making in Word Press  

· Fully command on Microsoft Office 

· Fully command on Microsoft Word

· Fully command on Microsoft Excel

· Fully command on Microsoft Power Point

· Inpage
· Typing Speed (40-45 WPM )

· English, Urdu Typing.

· Adobe Photoshop.

· Installation of All Window and Software’s. 

· Fully command on Internet, e-mail, Searching etc.
  PERSNAL QUALIFICATION

· Proven ability to quickly learn new material and adopt challenging environment

· Strong Analytical Skills and ability to perform as a team Leader

· Excellent Communication & Organization skills

· Creativity, self-motivation and commitment to the job

· Confident in Learning from seniors.
BBIE   
Communication Skills
· Ability to communicate at all levels
· Good communication skills in English and Urdu
TEAM WORK
· Ability to work as part of a team

· Interaction with different characters & personalities through employment & socially
TIME MANAGEMENT
· Ability to manage time

· Prioritized work to meet deadlines

· Managed social needs around work & utilized time effectively

LANGUAGES

	Languages
	Read
	Write
	Speak

	English 
	Excellent
	Excellent
	Excellent

	Urdu
	Excellent
	Excellent
	Excellent


HOBBIES   


· Reading books, Poetry.

· Playing Basket Ball.

· Internet Surfing[image: image1.png]
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PERSONAL INFORMATION


FATHER’S NAME:


---------------------


ADDRESS:


 CA-45 STREET # 4 MUHMMADI COLONY DHOK CHODRIYAN RAWALPINDI. 


PHONE #


051-0000000


MOBILE #


+92-345-0000000


DATE OF BIRTH:


12 JUNE 1993


DOMICILE:


RAWALPINDI


NATIONALITY:


PAKISTANI


RELIGION:


ISLAM


EMAIL


yourmail@jobz.pk














----------------------------------------------------------------------------------------------------------------

www.jobz.pk

