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		NASIR NAWAZ
  		Cell # 0335-6500928, 0317-7120928
		  Email:nasirnawazdeo@gmail.com
=
PERSONAL DETAILS

Father's Name				HAQ NAWAZ
Date of Birth				05-02-1988
CNIC					32202-6897249-5
Marital Status 		SINGLE
Nationality                               		PAKISTANI
Address					D-12 Main 6th Road Satellite Town, Rawalpindi
General Skill Set:
· Effective interpersonal skills both in administration and teamwork.
· In-depth knowledge of the principles and practice of project management, communication, social mobilization and following in different issues in Pakistan.
· Excellent communication Urdu, Punjabi and English.
Specific Skill Set:
· Knowledge in Student Management System (SMS) , Learning Management System(LMS). 
· IT skills including networking configuration hardware/software troubleshooting.
· Expertise of Photo Copier machine (Xerox, Konica Minolta)
· Expert in MS office official document ,invoices ,spreadsheet etc.
· Knowledge in creating website on WordPress, Wo commerce and management of dashboard administration
· Ability to learn new digital tools to apply
· Follow the E-mail suggestion and Complaints and reply answer.
· Expert in Urdu Composing(In page & MS Office) and thesis formatting in different universities in Pakistan.
· Expert in Math type and composing books related to Engineering Universities Entrance Test Preparation.

	08 Years’ Experience 
	Data Entry Operator, Office Administration, Information technology, Data collection, control operational matters related office, Remote working 
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Achievement/Others:
· Mathematics Entry Test Books prepared in short time duration.
· Expert in Urdu Composing and completion Thesis in (M.Phil Urdu) in different universities of Islamabad.
· International Expo 2018, Pak China Center Islamabad, as represent of TORCIA Education System, Rawalpindi.
· OTS (open Testing Services ) Remote job multi project completion.

Professional Certificate Courses:

· E-Commerce management 				Digi skills Training Virtual University.
· Free Lancing 						Digi skills Training Virtual University.
· Computer Operator Office Assistant 			Punjab Vocational Training Council Jhang.
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Data Entry Operator/Office Assistant, TORCIA System of Education, 
(Specialist Entry Test preparation) Rawalpindi
(June 2016 – Present) 
Organization / Institute:		TORCIA System of Education 
(Entry Test Preparation & Evening Coaching Center)  
Location:				D-12 Main 6th Road Satellite Town Rawalpindi
Achievements and responsibilities: 
Maintaining and organising the company filing system
Awareness of Entry Test Preparation.
Typed Full Length Paper (MCAT & ECAT)
Awareness of to all sessions of Academic Coaching Classes. 
Well typed and designed books, notes, good luck cards company brushers and ads etc.  
Typing all necessary documents and correspondence as required
Printing any supplementary notes as required   
Control operational matters related in office.
Daily update reading & reply official E-mail on the behalf of regarding instructions.
Maintenance of Photocopier machine and printing document in official.
Operate the DMS software (Mark Sheet, Students report, admission entries) 
Follow the E-Mail Suggestion and complaints and reply the answer.
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Data Entry Operator/Office Assistant:
(Dec2014 –June 2015)
Organization / Institute:		HANDS International Organization. 
Location:				Jhang
Achievements and responsibilities: 
· Entries in DMS (Data Base Management System). 
· Field work to point out beneficiaries by Survey.
· Deliver motivational sessions to mobilize community.
· Control operational matters related in office.
· Daily update reading & reply official E-mail on the behalf of regarding instructions.
· Updating Requisition slip and scanning to mail Head Office.
· Follow the E-Mail Suggestion and complaints and reply the answer.
· [image: Al-Jannat Sweets & Bakers - Home | Facebook]To keep and save beneficiaries token file.
Data Entry Operator/Office Assistant
(April 2009 –Aug 2014)
Organization / Institute :		Al-Janat Shopping Mall & Departmental Store 
Location:				Jhang
Achievements and responsibilities: 
· Data entry of invoice Billing
· Stock maintenance
· Customer relations ship 
· Cash maintain of invoice Billing
· Good skills of sales marketing software
· Daily activity Report create
·  Maintenance of order stock item and enter the software expiry date. 
· Daily updating expiry item. 
 













Data Entry Operator/Office Assistant
(Aug2007 –Sep2009)
Organization / Institute :		Registrar Departmental Examination Executive District Office (EDU)
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Achievements and responsibilities: 
· Project work as a Data Entry operator, Punjab Examination Commission.
· 25000, Data Entry 5th, 8th Class Data Entry DMS software.
· Maintain of Office file handling 
· Control operation related matter in office.
· Daily update reading & reply official E-mail on the behalf of regarding instructions.
	EDUCATIONAL QUALIFICATION
	Degree/Certificate
	Passing Year
	TOTAL MARKS
	OBTAIN MARKS
	Board/University

	MATRIC
	2004
	850
	443
	Faisalabad Board

	I.Com
	2007
	1100
	529
	Faisalabad Board

	B.A
	In Progress (Last Semester)
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