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	Email: muhammadshafaqat548@gmail.com

   To utilize my skills and seek opportunities for personal growth while being productive

 for the organization


Current Job: Office Assistant — Examination Department
Fauji Foundation University, Rawalpindi (From August 2021 To Present)
· Prepare and manage examination date sheets and schedules in coordination with relevant departments.

· Assist in organizing and conducting mid-term and final examinations, ensuring smooth and fair procedures.

· Compile, verify, and record examination results with a high degree of accuracy and confidentiality.

· Prepare and issue academic documents including transcripts, grade cards, and conversion certificates.

· Maintain and update examination data and student academic records systematically.

· Assist in the preparation and compilation of convocation data and related documentation.

· Liaise with faculty members and administrative staff to ensure timely processing of examination-related tasks.

· Ensure compliance with university examination policies and maintain data integrity.
Previous JOB.

   Organization                              Designation                      

Sadiq poultry pvt.LTD.                ACCOUNTANT               Since 2017 till 2021.       

Job description.

Prepare financial statements salaries, income and expense detail all other reports related to work, managing ledgers, processing invoices provide whatever support is necessary to the management accountant and finance team

        Windows XP/200

        MS Office (Word, Excel, PowerPoint)

        MS Office Internet Explorer, Window Installation, E-mail sending & receiving.

        Typing speed 30 WPM.

· Communication Skills

        Effective verbal and written communication, Have good presentation skills.  

· Leadership Skills

         Situation handling, Ability to work in under pressure, Ability to work with team.


       B.COM                  FUUSAT.

.      commerce            2011-2013

.       F.A                      BISE RWP.

        ARTS                    2009-2011    

 .     MATRIC                 BISE, RWP

      SCIENCE                  2007-2009

Reference.

Available upon request.





Father Name:


AKBAR SHAH





Date of birth:


August 12,1992





C NIC #


37104 -5532303- 9





Gender: 


MALE





Domicile:


Jand, Attock





Marital Status:


Married





Cell phone #


+92 333 53 52 824


+92 370 54 92 048


+92 304 54 03 702
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