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Father’s  Name




M. Saddique Khan

Date of Birth:




01-01-1980

CNIC No




82303-6166789-5

Marital Status 




Single

Domicile:




Poonch (AK)

Religion 




Islam

Present Address                                                   C/O Shop No. BV – 464 Nishter Street 

           Muslim Town Sadiqabad Rawalpindi

Phone Number




0346-7625492

E-mail





falconsoul82@yahoo.com

Academic Qualification:



i)
Diploma of Associate Engineering Computer Sciences (Three Years) from, RIT , Rawalpind (Year  2004)
ii)
F.Sc (Science General) From, Mirpur Board Azad Kashmir. (Year 2000)
iii)
Matric Science Group) from Mirpur Board Azad Kashmir. (Year 1998)
 iv) 
6 Months Diploma in Computer Sciences.  From Micro-Tech Computers Rawalpindi

Professional Experience
:
   

iv) Worked as an Executive Secretary/Computer Operator for one year at Amson Vaccines & Pharma (Pvt) Ltd., Islamabad, 

Major Job Responsibilities were as under

1) To attend Telephone Calls for Managing Director/Plant Manager
2) To make Agendas for Meetings and type Minutes of Meeting

3) To send daily Reports of Plant activities to Head Office through (E-mail & hard copies)

4) To maintain manual files as well as Computerized filing system.

5) To check and pass daily correspondence (Internal / External) for Plant Manager and Managing Director
6) To make Statistical, graphical & Summary Reports.
7) To type Inter office memos and letters for executives.
8) To check E-mails Box of Executives, and send it to concerns.

9) To arrange necessities for meetings (Time, Place, Multimedia, refreshment, etc)
References:

 
Available on demand.-
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