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	CONTACT INFORMATION

	Address:
	Section Officer E&SE Department Civil Secretariat Peshawar, KPK Pakistan. 

	Cell Phone:
	+923458948197, +923022238373

	E-mail:
	farooqujnu@gmail.com
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PERSONAL INFORMATION


Date of birth:

Gender:

Marital status:

Citizenship:




15th June 1986.

Male.

Married.

Pakistani.


PROFILE


I am a team player who is committed to learning, excellence, ethics and people, also an excellent communicator with great interest in technology innovations, branding and communications for Business and passion for community service and positive change.


CAREER OBJECTIVES


To develop my skills in an organization or institution that offers both challenge as well as opportunity for personal initiative and career advancement, leading up to a position of responsibility as a result of giving service to the society with remarkable performance.


GOALS


My immediate goal is to interact fully and work with the large society, growth oriented organization or institutions dealing with people from all walks of life and eventually leaving a more efficient organization and united people.


ACADEMIC BACKGROUND


2008: to 2011: Master of Science in Computer Science (M.Sc)
 

University of Peshawar.
2006-2008:
Bachlor of Science (B.Sc) Double Math, Computer Science University of Malakand.
2013-2014:
Bachlor of Education (B.Ed) 


Shaheed Benazir Bhuto Univeristy Sheringal. 
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PROFESSIONAL QUALIFICATIONS


2008 – 2009: Diploma in Oracle Developer 10g 




 Erasoft Education System
2008 - 2009: Database Administrator,DBA





Erasoft Education System
2011 - 2012: Microsoft Certified System Engineering (MCSE)
Skill Development Council. 

WORKING EXPERIENCE


· Section Officer Elementary & Secondary Education Department – Nov 2021 till date
· The Section related to HR of all the teachers working in this Department. More than Two lakh employees are working under this Department. 
· Manage personal file of all employees. 
· Manage Postings/Transfers of Employees. 
· Action taking against inefficient employees. 
· Updating online HR system of employees. 
· Data creation, meeting preparation, presentation preparation regarding employees. 
· Promotion of employees. 
· All the activities may be carried out under Rules and Regulations of the Department. 
· Making policies. 
· – 2013 to 2021  Elementary and Secondary Education Chitral,
Duties: – E&SE is the largest Department consisting of more than 9000 Employee and 60 thousand student. Maintaining Education Management Information System (EMIS)  data on ESDSS database, updating data, and reporting on Daily Basis. 
· Focal person of OAMIS (Online Action Management System) reporting the absenteeism of  employees and taking action against them on daily basis. 

· Focal person of SMIS(School Management Information System) as a trainee managing training for schools SMIS’s Focal persons and proper managing SMIS.

· Focal person of Biometric Attendance System (BAS) inside office, Sub offices and in schools.  

· Focal person of Pakistan Citizen Portal and checking public complains and in time resolving online complain. 
· Checking Email from high ups and providing data to high ups on daily basis. 

· Maintenance of Local Area Networking inside office. 

· Focal person of Social Media of the Department. (facebook page, Twitter etc.)
· As a trainee of MS office conducting training for schools and official clerical staff. 

etc.  

· MIS Officer – May 2012 to April 2013 at Aga Khan Health Service Pakistan              Duties: - Collecting of information from CMWs and managing data, providing information to high ups. 
· Lecturer of Computer Science  -  April 2011 to  February 2012. At Qurtuba College Peshawar.
Duties: - Teaching different subject of Computer Science to different classes. 

COMPUTER SKILLS


o Proficiency in Oracle and MySQL Database applications.

o Proficiency in Microsoft Office: MS Word, Excel, PowerPoint, Access, Visio, Publisher.

o Proficiency in Computer Networking 

COMMUNITY INVOLVEMENT


Comparing on FM-93 Radio Pakistan Chitral, interviewing Doctors on Radio Doctor Program, Interviewing heads departments, organization, elected representatives etc.


	LANGUAGES
	
	

	
	Speaking
	Writing

	English
	Excellent
	Excellent

	Urdu
	Excellent
	Excellent

	Khowar
	Excellent
	Good



Pushto


Good

Poor
Training/Workshops. 

Technology

o Certificate of attendance three days workshop/training on Monitoring and Evaluation by H&H Consultant. 
o  Certificate of Attendance three days training on SMIS by GIZ.
o Certificate of attendance three days training/workshop on advance MS-Excel by GIZ.

HOBBIES


o Playing Sitar, Table tennis.
o Keeping up-to-date with various advancements in technology.
o Taking care of and planting trees especially fruit trees. o Driving,Travelling and taking nature walks.


REFEREES


1. Dr. Inayatullah Faizi (Tamgh-e-Imtiaz)
Contact Number: 03469891045

E-mail: drfaizibalim@gmail.com
