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Resume Cover Letter

Gohri Jewellers Shams Market Abdul Sattar Road Quetta
Contact Number /Cell :( +92- 344 8161914)
Gmail I’d: aa7014294@gmail.com

28th November 2020
Name:   Ahmed Azeem

Position applied for “(Data Assistant)”

I am writing for the vacancy in your organization as a (Data Assistant)”.
I enclose a copy of my CV for your consideration.

Dear Hiring Manager,
                		Thank you for the opportunity to apply for the role of a “Data Assistant” as an “Admin / Finance / Accounts” at The Chip Training & Consulting (Pvt) Ltd for a FAIR project on regular basis to fill the vacant position under your supervision in the organization. After reviewing your job description it’s clear that you are looking for candidate that is extremely familiar with responsibilities associated with the role and can perform them confidentially. Given these requirements i’m certain that i have the necessary skills to successfully do the job adeptly and perform above expectation.
I am a hard-working person who has been consistently praised, as focused by my peers. Over the course of my carrier, i have developed proven creative thinking, communication and interpersonal skills, which i hope to leverage into the managerial role at your organization.
After reviewing my resume, i hope you will agree that I’m the type of competent and competitive candidate you are looking for. I’m looking forward to elaborating on how my specific skills and abilities will benefit your organization. Please contact me at 03448161914 or Via email at aa7014294@gmail.com to arrange for a convenient time.
I would be grateful if you would consider me for the position of Data Assistant in your organization or keep my information on file in case of future openings.
Thank you for your consideration, I’m Looking forward for your kind response.

Yours Sincerely,

AHMED AZEEM
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Profile Summary/Objectives

My career objective is to be a Financial Administrator as I’m a finance specialist student (MBA Finance) working out on the financial materials like capital structure, sources of budgeting and funding etc, to work for an organization as a top management personal. Regarding service ethics while executing the duties, I always believe in three things:

· The truth is the strongest force on earth because it cannot be changed.
· The road to success is always under construction and learning continues.
· The game is not over because I haven’t won it yet.

Personal Profile

	Sur Name / Family Name 
	Azeem

	Father Name
	Shams Ullah

	Mobile Number
	0344 - 8161914

	Date of Birth
	21-06-1995

	City of Birth 
	Quetta

	Local / Domicile certificate
	Qila Abdullah 

	Marital Status
	Single

	PTCL / Landline No
	(+92-81) 2660243

	G-mail I’d
	aa7014294@gmail.com

	Postal Address
	Gohri Jewellers Shams Market Abdul Sattar Road Quetta

	Permanent Address
	Sinzala Karez Chaman, Tehsil Chaman, District Qila Abdullah












Academic Qualification
	Degree/
Certificate
	Division/
Grade / CGPA
	Marks obt / total 
	Percentage
	Major subjects
	Year of passing
	Institution
	Board /University

	Matriculation
	Ist
	657/1050
	62.57%
63%
	Math, Physics, Chemistry and Biology
	2010
	NDJ High School
	B.B.I.S.E Quetta

	F.sc
	2nd
	537/1100
	48.9%
49%
	Math, Physics, Chemistry
	2013
	Gen. Musa College
	B.B.I.S.E Quetta

	B.sc
	2nd
	472/800
	59%
	Math, Physics, Statistics
	2016
	G.sc college
	U.o.B Quetta

	M B A 
(Finance)
(3.5 Years)
	3.43 / 4.00
	2355/3000
	78.5%
79%
	Electronic Business, Entrepreneurship & Project Appraisal Management
	2020
	NUML Regional Campus Quetta 
	NUML Regional Campus Quetta



Skills & Expertise / Achievements / Certificates & Training

1. Diploma in Information Technology (DIT) computer proficiency course level – II of six months under batch 7th from Baluchistan Institute of Technical Education (BITE) at Electrical and Mechanical Engineers (EME) center, Quetta cantonment. In this course i have learnt basic operating system of computer, Microsoft word, Excel, PowerPoint and In page Urdu etc., securing 89% out of 100 marks achieving A grade in the session.
2. Short course of Office Automation (OA) of 4 months from Directorate of Manpower Training, Trade Testing Board (TTB) under batch 7th from EME center, Quetta cantonment. 
3. Short course of basic Internet and Networking of 40 days from Quetta Institute of Information Technology and English Language (QITEL), Satellite Town Quetta.
4. Diploma in Information Technology (DIT) course of 6 months under Batch no. from Quetta Institute of Information Technology and English Language (QITEL), Satellite Town, Quetta.
5. Diploma of typing course with a speed of 40 Words per Minute (WPM) in the vocational training center at Staff Welfare Organization, Quetta.
6. The Short course of Hardware & Networking from QITEL academy, Quetta.
7. The basic command on Statistical software, i.e., Statistical Package for Social Sciences (SPSS) which is data analyst tool software in June 2019, to monitor the financial tasks for the project / programs in co-operation with other members of the class, performs other tasks and Assignments to learn the SPSS / EMOS Program at NUML Regional Campus Jinnah town Quetta.
8. Basic diploma of English language course from DELL Institute at Mir Ahmed Khan Road, Quetta city.
9. I have worked with the YAD (Youth Association for Development) as an “Administrative Assistant” for 1 year with other senior members of the Finance field of YAD, & under your position for the post I am responsible for managing all the duties and responsibilities related to my Job and Administration etc.
10. I also have worked with the VOICE Organization (for poor and needy) as an “Assistant” (Accounts & Admin) for 1 year & in my previous position, I was responsible to manage all the duties and responsibilities of financial services, faculty members and administration etc.
11. I Achieved the Outstanding Performance Certificate of Spring Carnival-2018 at NUML, Regional campus Jinnah town Quetta at 17th of November (Saturday) till 20th of November (Tuesday).
12. I worked as an internee in the Small and Medium Enterprises Development Authority (SMEDA) for a period of 3 months under the supervision of Accounts and Finance department.
13. Achieved the online Experience Certificate of “Basics of Finance” at HP LIFE Foundation from the free website of Coursera.com on 11 December 2021.
14. Achieved the Experience Certificate of Freelancing & QuickBooks Pro 2016 from 15th February till 18th May 2021 from Digiskills.pk.
15. Achieved the Experience Certificate of Creative Writing & QuickBooks Pro 2016 from 20th May till 30th August 2021 from Digiskills.pk.
16. Achieved the Experience Certificate of “E – Commerce Management & Freelancing” from 10th September 2021 till 31st December 2021 from Digiskills.pk training program.
Language Proficiencies

	
	Speaking
	Reading
	Writing

	English
	Good
	Excellent
	Excellent

	Urdu
	Good
	Excellent
	Excellent

	Pashto
	Excellent
	Medium
	Poor



Hobbies & Interests

The reading of Magazines, Dawn Newspapers & books related to General Knowledge, Mathematics, Searching Information in Google Chrome and Office works etc, while in sports i love to play Cricket, football and Snooker etc.

Personality: Positive and Optimistic in the field of study and gathering etc.
[bookmark: _Hlk30023545]Referees:

Referee # 1
Name:            Miss Maria Hina
Designation:  Head of Department (H.o.D)
Department:  Management Sciences (NUML Quetta campus)
Contact no:    03342416477
G-mail ID:      mhina@numl.edu.pk

Referee # 2			
Name:            Mr. Bebarg Khalid
Designation: Lecturer, Commercial Course Co-Ordinator
Department:  Management Sciences (NUML, Quetta campus)   
Contact no:   03338800578
G-mail ID:      beeb.baloch@gmail.com

Referee # 3
Name:             Miss Rubina Shaheen
Designation:  Lecturer
Department:   Management Sciences (NUML Quetta Campus).
Contact:          03318363309
G-mail ID:        Rubinaphdscholar@gmail.com
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