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CONTACT INFO


H.No 96, Street 06 Khalid Colony Phase II Chakri Road
Rawalpindi, Pakistan

+923345510417

Kamikhan3358@gmail.com




LANGUAGE


English: Native

Urdu: Native





EXPERTISE


MS Office










INTERESTS



	Muhammad Kamran
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EXECUTIVE SUMMARY
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Dedicated and detail-oriented professional with over seven years of experience in administrative support within the Airports Security Force. Skilled in managing personal files, service books, and individual records, ensuring accuracy and confidentiality in maintaining critical personnel data. Proficient in preparing and updating nominal rolls and note sheets, demonstrating excellent organizational and time-management abilities. Adept at utilizing Microsoft Office applications to streamline workflows, generate reports, and maintain comprehensive documentation. Known for precision, reliability, and a commitment to supporting operational efficiency through meticulous record-keeping and administrative expertise.

WORK EXPERIENCE
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Assistant Sub Inspector	10/2017 - Present

Airports Security Force Pakistan
· Over 7 years of administrative experience within the Airports Security Force, specializing in personnel records management.
· Skilled in managing personal files, service books, and individual records with accuracy and confidentiality.
· Proficient in preparing nominal rolls, note sheets, and handling administrative documentation.
· Experienced in using MS Office tools to streamline data entry, report generation, and maintain organized records.
· Known for attention to detail, reliability, and supporting efficient administrative operations.

ACADEMIC BACKGROUND
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	Masters
	2019-2022

	University of Sargodha

REFERENCE
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Will be provided upon request.
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