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Professional Experience

BeJaan Tissue Factory
bejaanhygiene.com
Jan 2025 – Present

DarulMadinah Int: Schooling
Systems - darulmadinah.edu.pk
Dec 2014 – April 2023 (8.5 years)

TECH IT SYSTEMS - techitsys.com
Dec 2012 – Nov 2014 (1 year)

 
FAST TECH CENTER - fast-tech.tk
Jan 2011 – Dec 2012 (2 years)

Faizan Online Academy
(evening shift) - quranteacher.net
Jun 2018 – Dec 2024 (6.5 years)

Results-driven IT Professional with 10+ years of experience in system administration, hardware troubleshooting,
and network management. Expert in streamlining operations through Odoo ERP (v18/19) and digital transformation.
Recently Google AI Certified, leveraging artificial intelligence to optimize technical support workflows and data-
driven decision-making. Proven track record of leading technical teams and managing large-scale manufacturing IT
infrastructure.

Provided technical support for hardware, software, and network issues
including laptops and MS Teams-related problems. Installed and
configured systems, managed user accounts, and ensured regular data
backups. Maintained IT inventory, prepared reports, handled monthly IT
performance documentation. Coordinated with vendors for
procurement and repairs, conducted market visits for IT equipment, and
ensured smooth day-to-day IT operations across the organization. 

Managed administrative and accounts tasks including record-keeping,
expense tracking, billing, and petty cash handling. Maintained office
operations, prepared reports, and supported audit documentation. As an
IT Teacher, delivered computer education to students, conducted
practical sessions, and provided basic hardware/software troubleshooting
support within the institute.

Managed IT operations across multiple campuses with regular city and
out-of-city visits. Resolved IT complaints promptly and ensured
smooth hardware, software, and network support. Conducted staff IT
trainings, managed user accounts, data backups, and system security.
Handled IT inventory, store, scrap, and coordinated with vendors for
purchasing and repairs. Performed market visits and submitted
monthly IT performance and asset reports. Managed All Social Media
Accounts. 

Assisted in designing, updating, and maintaining websites using HTML,
CSS, and basic CMS tools. Supported backend integration and ensured
cross-browser compatibility. Managed LAN/WAN infrastructure,
installed and configured networking devices, and ensured network
security and uptime. Provided technical support and troubleshooting
for hardware, software, and connectivity issues.

Managed complete HR operations by overseeing the entire employee lifecycle,
from recruitment and onboarding to payroll and attendance management. I
have been instrumental in developing and implementing company HR policies
and ensuring strict compliance with labor laws to maintain a productive work
environment. My role extends to supervising comprehensive administrative
tasks, including office maintenance, procurement, and facility management,
while also handling sales team attendance, salary processing, and recovery
monitoring. Additionally, I coordinate IT and administrative functions by
managing vendors and collaborating with various departments to ensure timely
reporting and the smooth execution of daily operations."

Muhammad Saad
IT Specialist | Head of IT Operations | Google AI Certified

+92 313 331 26 26

saadata26@gmail.com

+92 300 331 26 26

Islamabad, Pakistan

Admin cum Accounts &
IT Teacher - HYD

IT Support Officer - HYD

Regional IT Officer - HYD

HR , IT & Admin Manager - ISB

Assistant Web Developer &
Network Administrator - KHI

https://www.linkedin.com/in/muhammad-saad-38857935/

https://www.coursera.org/account/accomplishments/professional-cert/M543KIMPTSGE



Skills

Education
Master Economics
UNIVERSITY OF SINDH JAMSHORO
2016

References
 

Achievements

Hobbies & Interests
 

Certification / Diploma
 

Technical & IT Skills

Training & Communication

Administrative & Management

Staff Teaching & IT Training

Presentation Skills

Communication & Coordination

Attending Webinars & Tech

Workshops

Continuous Learning & Self-

Development

Customer Relationship Management

Hardware Installation &

Troubleshooting

Networking & IT Support

IT Security & Data Protection

Windows OS (7, 8, 10, 11) & Linux OS

Web Designing & Programming Basics

Email Configuration & Support

AI Tools & Automation

Accounts Software Handling

MS Office (Word, Excel, PowerPoint)

IT Project Management

System Documentation

Administration Team Lead

Office & Staff Management

Attendance, Payroll & Record Keeping

Procurement & Vendor Dealing

Accounts & Basic Bookkeeping

Traveling for Work & Learning

Exposure

UNIVERSITY OF SINDH JAMSHORO
2015

ALLAMA IQBAL OPEN UNIVERSITY
2022

Diploma in Computer and Business Management - IMSA HYD -
2018 
Microsoft Certified I.T Professional - TECHNO TREND HYD -
2017 
Diploma In Web Development - JOHAR KHI - 2011 
Diploma In Hardware Engineering - JOHAR KHI - 2011 
Diploma in English Language - PACC HYD - 2010 
Certified Information Technology - MPFSIT HYD- 2005

Software Engineering (4 Years)

Bachelor in Education (B.Ed)

ExploringArtificialIntelligence tools and automation

Continuously learning new technologies and IT trends

Reading tech blogs and self-learning through online

platforms

Teaching IT skills to students and colleagues

Attending webinars, trainings, and tech workshops

Traveling for learning and professional exposure

Playing chess (strategic & analytical thinking)

Successfully resolved 95% of IT complaints within 24 hours,

enhancing user satisfaction and reducing downtime.

Conducted IT training sessions for over 100+ staff members,

improving system efficiency and digital skills.

Implemented a centralized IT inventory system, reducing

tracking errors and equipment loss by 30%.

Played a key role in vendor negotiations, saving 15% on IT

purchases through effective procurement.

Managed IT operations across 10+ campuses with smooth

intercity coordination and support.

Developed and implemented digital attendance and payroll

tracking, reducing manual processing time.

Received an award from Faizan Online Academy for creating

high-quality IT tutorials for staff training.

HYDERKHAN

C.E.O Mishkaat Business Solutions

MUHAMMAD FAIZAN

Director Al-Furqan Software Solutions
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Those who earn the Google AI Professional Certificate are fluent in AI,
and have completed 7 courses demonstrating their ability to apply AI
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	Technical & IT Skills
	Hardware Installation & Troubleshooting Networking & IT Support IT Security & Data Protection Windows OS (7, 8, 10, 11) & Linux OS Web Designing & Programming Basics Email Configuration & Support AI Tools & Automation Accounts Software Handling MS Office (Word, Excel, PowerPoint) IT Project Management System Documentation

	Training & Communication
	Staff Teaching & IT Training Presentation Skills Communication & Coordination Attending Webinars & Tech Workshops Continuous Learning & Self- Development Customer Relationship Management

	Administrative & Management
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	Achievements
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