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Muhammad Naveed
Profile 
I am an organized and self-motivated person who can remain calm and work well under pressure either as part of team, alone or even as a team leader. I am capable of meeting deadlines and am committed to self-improvement. 

I am a quick learner and easily adapt to changing times and situations. I am also optimistic, assertive and I always work with a positive attitude. I like working with people and giving my best when I¡¦m on the job.
I understand the importance of having an adaptable approach to learn new skills and enhance work capabilities.
I assure that I will prove to be an asset if I¡¦m given an opportunity to work.

Date of Birth 21st July 1980
Nationality Pakistani
Present Status Enrolled on Diploma in Business Studies at Westech College London.
Objective

�X To perform my level best at the duties assigned to me and built self and organization¡¦s repute by carrying out the duties smoothly and efficiently.
              
Education
1998 ¡V 2001     Govt. Premier College, Karachi, Pakistan
�X Bachelors of Commerce   
                    Subjects       Accounting, Management and Economics
1996 ¡V 1998     Govt. Premier College, Karachi, Pakistan
�X Higher Secondary Certificates (HSC)   
Subjects   Accounting, Business Management, Economics,                                     Business Communication, Commercial Geography.                       
                                      

1996 ¡V 1998     Happy Home High School, Karachi, Pakistan
�X     Senior Secondary Certificate (SSC)           
                      Subjects       Mathematics, English, Chemistry, Physics.
              

                            Biology.
English Language Skills 
�X TOEFL (Test of English as a Foreign Language) cleared with 80% score.

Extra Curricular I was
�X Member of Football Team at Happy Home School, Karachi
�X Member of Cricket Team at Happy Home School, Karachi
�X Member of Table Tennis Club, Karachi
Practical Experience �X Dec 2004 to date Hobs Legal Docs

Address: Celtic House
33 John¡¦s Mews
WC1N 2NA
URL: www.hobslegaldocs.com

Job Title: Reprographics and EDS Operator
Responsibilities: 1. Colour and Black n White copying and scanning of all type of documents.
2. Binding of all types.
3. Colour and Black n White scanning of       
                                                    documents.
4. Burning all the requested scanned data to CD for the solicitors.
5. Taking control of the responsibilities and staff in the absence of the supervisor.

�X June 2004 to Dec 2004   LDM (Legal Document Management)

Address: 64 Great Eastern Street
EC2A 3QR
URL: www.ldm.uk.com

Job Title: Reprographic Operator
Responsibilities:   1. Colour and Black n White copying and scanning of all type of documents.
2. Binding of all types.
3. Colour and Black n White scanning of 
                                                    documents.

�X Feb 2001 to Dec 2003   The Educators (A schooling system)

Address: C-220, Block ¡V A, North Nazimabad, Karachi, Pakistan
URL: www.educators.edu.pk

Job Title: Office Assistant
Responsibilities:   1. Processing new admissions and 
                                                    Updating the records.
2. Helping in accounts and other day to day duties.

Interests 
�X Music
�X Sports 
�X Fashion and Modelling 
�X Gardening
�X Gadgets
�X Internet
�X Reading
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