	

INFORMATION:

NAME:	MUHAMMAD NASIR
                                     KHAN 
CNIC#	31303-9971992-9
DOB:	28th February, 2000
RELIGION: ISLAM
NATIONALITY:	PAKISTANI
MARITAL STATUS: SINGLE
               
CONTACT:
Address:
Abu Dhabi Colony Number-01, District Rahim Yar Khan.

Phone:
+92 300 7059069

Email:
mohammadnasir.sk@gmail.com 
qadir.katawazai@gmail.com 


LANGUAGES:
English	– Fluent
Urdu	– Fluent
Punjabi	– Fluent
Pashto	– Native

	OBJECTIVE 

To pursue a challenging career where I can improve my working potential with an intention of spontaneous growth with a team of professionals, gain experience and learn to work in a professional way. I am looking for the opportunities where I can prove my organizational & marketing skills. 



SKILLS & TASKS I CAN PERFORM

· Answer and transfer telephone calls or take messages.
· Sort and deliver incoming mail and send outgoing mail.
· Schedule appointments and receive customers or visitors.
· Provide general information to staff, clients, or the public.
· Assist in office management and organization procedures.
· Perform other office duties as assigned.
· Excellent communication skills.

· Performs clerical duties, including, but not limited to, mailing and filing correspondence, placing orders, and answering calls.
· Interacts with clients, visitors, and vendors.
· Arranges meetings by reserving rooms and managing refreshments.



EDUCATION

2017 - 2019
FSc. (Faculty of Science) from Board of Intermediate & Secondary Education, Lahore with A Grade.

                                                                             2013 – 2015
MATRICULATION: from Board of Intermediate & Secondary Education, Bahawalpur with A Grade.
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References available on request



