
Azhar Saddique 
Email: azhartanoli13@gmail.com | Phone: +92 316 5275175 | Address: Dhoke Kashmirian - RWP 

IT Operations, FDO, DEO, Front Sales Outlet & Office Management 

 

Summary  

I am an IT professional with a Bachelor’s in Computer Science and diverse experience in IT operations, data entry and sales 

support. I excel in managing technical operations and improving sales processes while ensuring customer satisfaction. My 

background in office management complements my technical skills, enabling me to act effectively in multitasking environment. 

Career Highlights & Impact  

• Supported and improved IT operations, ensuring smooth system functionality, timely issue resolution and reliable technical 

assistance. 

• Delivered professional Front Desk Operations services, enhancing customer interaction, appointment handling and service 

flow. 

• Handled Data Entry Operations with high accuracy, maintaining clean, error-free records and supporting organizational data 

needs. 

• Assisted Front Sales Outlet activities by providing customer support, managing inquiries and assisted with efficient sales 

processes. 

• Streamlined Office Management by handling documentation, scheduling, filling and daily administrative tasks effectively. 

• Demonstrated strong communication, organization and teamwork skills that consistently supported operational 

efficiency and service quality. 

• Maintained a positive and delivered work approach, participated in to a smooth and productive work environment. 

Education  

• Bachelor’s Degree (BSCS) – University PMAS UAAR-BIIT 

• ‘A’ level or Equivalent (ICS) – Indus Group of College RWP 

• ‘O’ level or Equivalent (Bio Science) – Al-Ahmed Public School RWP 

 

Work Experience  

Zaitoon Pakistan Pvt. Ltd — IT, FDO, DEO & Front Sales Outlet (Nov 2019 – Present) 

         A company involved in Sales and Technical Support. 

• IT Maintenance: Managed software, hardware, and networking tasks, including network switching and pairing. 

• CCTV & Telecom: Installed and maintained CCTV systems; performed telecom operator duties. 

• Printer & Devices: Installed and configured printers and other devices. 

• DEO: Handled data entry and maintained accurate records as DEO. 

• FDO: Conducted field visits, gathered data, and reported findings as an FDO. Liaison with customer & postages. 

• Front Sales Operations: Managed cash counter, handled customer transactions, and ensured smooth sales 

operations. 

• Inventory & Sales Management: Maintained inventory, generated sales invoices, and prepared daily sales cash 

reports for submission to the finance department. 

  

Inspire Institute of Information Technology — Office Management (Mar 2017 – Oct 2017) 

         An educational institution focusing on IT and vocational training. 

• Delivered training 50+ students across short-course programs with a 95% Positive feedback score. 

• Managed HR documentations for 15+ employees, maintaining 100% compliant records. 

• Coordinated operations for 3 course batches, reducing scheduling conflicts by 30%. 

• Processes 30-40 daily administrative queries, improving response time by 20%. 
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Skills & Core Competencies  

• Technical Skills | .Net framework | C# | Information Technology | Computer Science | SQL Server | Networking & 

Switching | School Management System (SMS) | Web Browsing | Accurate Data Entry | Office Machines (Printer, 

Scanner , Copier  

• Communication & Leadership Skills | Team Leadership & Staff Supervision | Stakeholder & Employee Communication 

| Conflict Resolution & Negotiation | Strong Verbal & Written Communication | Cross-Departmental Coordination | HR 

Reporting 

• Microsoft Office Suite | MS word | MS Excel | MS Access | Power Point 
 

Certifications   

• Finished a 2-month Social Media Marketing & Management course from Digital Maharat 

• Concluded a 4-month AutoCAD course from DigiSkills.pk 

• Fulfilled a 4-month Graphics & Web Designing course from EVS 

• Completed a 2-month Dot Net course from IITP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

             
 

 

 

               
 

 

 

 

 



 
 

 
 



 



 



 



 



 



 



 



 
 

 



 
 

 
 

 



 


