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                   URRICULUM
                ITAE

SHAKEEL AKHTAR
	ADDRESS


Flat.3, Building No.2374, Road 238
Manama 302 Bahrain
	CONTACT


Phone: (Mobile) 36545533
Phone: (Mobile) 39454342
Email: shakeelg88@yahoo.com
Email: shakeelg16@gmail.com
	JOB OBJECTIVE


Seeking challenging job where I can contribute to the best of my skills and efforts towards the growth of the company thereby increasing my potential and exposure.
	SKILL PROFILE


· Commitment and dedication to targets and assigned projects
· Strong communication skill and proven record of them work and leadership

· Able to collect and interpret data feedback

· Able to handle confidential paperwork

· Ability to take accurate phone messages and deliver messages promptly

· Willing to learn and adopt to any circumstance
· Ability to work under pressure on a demanding environment

	STRENGTHS


· Hardworking

· Result oriented

· Approachable

· Optimistic

· Dynamic
	QUALIFICATION


1. Matriculation in science:

· Board of  Intermediate & Secondary Education Multan Part 1, 2003
· Board of  Intermediate & Secondary Education Multan Part 2, 2004
2. Intermediate in Commerce:
· Board of  Intermediate Education of Multan Part 1, 2005
· Board of  Intermediate Education of Multan Part 2, 2006
3. Bachelor in Commerce:

· Bachelor of Commerce Punjab University Part 1, 2007
· Bachelor of Commerce Punjab University Part 2, 2008
	COMPUTER SKILLS


· Certificate of completion of Ms office Level-1

· Windows 98, 2000, XP

· Typing Master

· Hardware

· Paint

· Dos
	LIGHT & HAVY  DRIVING LICENSE


Experience in Bahrain,
· Akhter Sons Garaj as a Foreman (4 Years) (still working)
· Memo Express Local Courier Service (2 Years)
· Kuwait Finance House Bank as  messenger (1 Year)
· Mars Information Technology (1Year)
· React Fast Maintenance Company (1 Year)
	PROFESSIONAL EXPERIENCE


Experience in Bahrain, 15th October 2008 ─ 30th September 2009
Sim Leisure 
Malaysia based Co., Kingdom of Bahrain
For Bahrain City Centre,  Wahoo! 

(Water Park fit-Out Project)
Designation
· Document Controller (1 Year)
· Storekeeper (2 Months)
	SECRETARY


Responsibilities

· To keep the up to date record of transactions

· Receives and screens visitors and telephone calls, providing information which requires
· Researches, compiles and summarizes a variety of  informational materials

· Reviews finished materials for completeness, accuracy & format

· Organizes and maintains various administrative, reference, and follow-up files
· Keeping informed of  pertinent activities, making appointments and maintaining a calendar

· Scheduling and arranging for meetings and make travel arrangements

· Organizes own work, sets priorities, meets critical deadlines

	PERSONAL INFORMATION


· First Name               :Shakeel Akhtar

· Date of birth            :07 July 1986
· Sex                            :Male
· Marital Status         :Single

· Religion                    :Islam

· Nationality               :Pakistan

· CPR Number           :860710211
	LANGUAGE PROFICIENCY


· Ability to converse in four languages:
1. English
2. Urdu
3. Arabic
	REFERENCE


Will be provided when they’ll be needed.

I hereby certify that the above furnished information is true and correct to the best of my knowledge & belief.  

