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MUHAMMAD KHALIQ KHAN
Mobile # (0092)  0300-9403696/0334-5774027
E-mail:  

OBJECTIVE

I desire a challenging position in a leading-edge Organization where upward mobility is equally based on skill level and personal contribution to the Organization’s image.

PERSONAL INFORMATION


Father’s Name:

Muhammad Sadiq

CNIC # :

35202-4704218-3

D.O.B: 
 

1st January, 1973

Nationality

Pakistani (AJK)

Address
Village Barmang Khurd, P.O. Khaigala, Distt. Poonch Rawlakot Azad Kashmir.
EDUCATIONAL QUALIFICATIONS

· BACHELOR OF ARTS (1996)
University of Punjab 
· INTERMEDIATE (1991)


Board of Intermediate and Secondary Education, Lahore
· MATRICULATION (1988)
Board of Intermediate & Secondary Education Mirpur AJ&K, Pakistan



PROFESSIONAL SKILLS:
· Language Skills:
                  Fluent in speaking reading and writing English, Urdu, 
                                                     Hindku and  Punjabi.

· Time Management Skill:      Competent in  planning,  implementing and 
      completing projects in specified time.
COMPUTER OPERATION SKILLS (Proficient in)
· 50WPM typing speed and well aware of Urdu typing.
· Conceptual user of Access Database.
· Ms Office Applications (Word, Excel, PowerPoint, Outlook)
· E-Commerce, E-mail
· Hand on Installation of Hardware, Windows and other programs.
WORK EXPERIENCE

· I had worked in Digital Regional Technical Assistance Centre (RTAC, PTCL) Lahore as Computer Operator / Office Assistant/Secretary Since Nov, July 1995 to April 2008.
I was responsible to :-
· Handling the Traffic Analysis Software to process and analyze traffic data of different telecom exchanges.
· Ensure compliance of discipline and implementation of Organization’s rules and regulations.

· Managing time sheets and leave records.

· Managing Security, Seminars and special ceremonies.

· Drafting of Official Letters for Divisional Engineer, Lahore.

· Managing Office Filing System and inter departmental communication.

· Recording and Retrieving data both in Computer and Manual System.

EXTRA CURRICULAR ACTIVITIES

· Social Work

· Net surfing

· Reading (Human Behaviors)
· Art Work 
REFERENCES

1.


M. Iqbal Tabassam


Head of Department (Student Affairs & Registration Branch)


Center for Advance Studies in Engineering (CASE)


19- Ata Turk Avenue, G-5/1,  Islamabad


Tel: # 0092-51-8432273


Fax # 0092-51-8314660


Cell # 0300-5157283
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