AZIZ BIN RASHEED
SOOMRO

PROFESSIOMAL SUMMARY

Expericnoed Clerk with cuceptional typing and data entry abilitics and results

R e driven nabure. Knowledpeable about loggng daily information, escarching

i variances and maintaining thorough records. Aocsacy diven, servioe oricnicd
(] and diligent abaut completing tacks with little supendsion.
03367221738
o
Karachi, 73500 Pakisran SKILLS
= Calendar Management = Surface Work
« lewenile Frabation » Hecond Sarting and Filing
EDUCATION = Call Trarsfors = Event and Activity Flanming
» Process Impravement Initiabrecs = Mol Pro<pssing
::::n:ci"::r: b = Data Tabulatsan = &dwanced Excel Spresdshest
Muhammad AE Jinnah = Update Hecords Functions

University Karschi, Karachi,
Decomber 2017

= Document Mectings

Fraficient in Type of Technology]
= Employee Timesheet Processing

Bachelor of frts: Politicad
Srience

Shah Abdul Latif
Uniwersity Kahirpur, PROFESSIONAL EXPERIENCE
Khairpur, December 2000

Januany 20 - May 203
Cross Ford Media Pyt Ltd - Data-entry-cherk, Karachi

= Pravided guality dierical support through data entry, document managemernt,

Manzgment: Infarmation email coarespondence and overseeing operation of office equipmend.
Technolagy .
Sindh T ical B « intoracted with customers by phane, cmad or in person to prowide information.

Karachi, Karachi, = Pramated customer bayalty and consistent sadies by dolireering fricndly senice
Decomber 2009 and knowlcdgeable assstance.

« Produced high quality documients, spreadshects and presentations for inbemal
and custamer facing needs.

LAMGUAGES

Sirathi: Natree languzge

HEWSPAPER READING, HANGING OUT WITH

o FAMILY, TRAVELLING, FOOD LOVER
iyl outing with family
Urdu reading news papor
Upper |nt.:ﬂrmdia? - food Laver
hanging aut with family
Sinahi : - travelling

Advanced




