
I am seeking a position as a Translator, Proofreader or Typesetter that will bring into use my extensive knowledge of English language, computers, internet, strong communication skills, drafting skills, organizational abilities and interpersonal skills.

Name
   :
     
Muhammad Rafiq

Father’s Name

: 

Muhammad Saeed

Marital Status

:

Single

N.I.C NO.

:

15402-9997611-5

Permanent Address

:

Village & P.O., Dheri Alladand, 




:

Mohalla, Malikheil, Tehsil Batkhela 



:

District Malakand.     

Present Address

:


-do-





Contact No.

:

+923459346290,+923145383790
Religion

: 

Islam

Nationality

:

Pakistani

E-mail

:

arrafiq42@yahoo.com


:

arrafiq42@gmail.com
Domicile

:

Malakand Agency
Passport No.

               :

AN9566112

	S.No.
	Certificate/Degree
	Year
	Percentage
	Board/University

	1. 
	M.A English 
	2004
	52 %
	University of Malakand

	2. 
	B.A English
	2002
	55 %
	%University of Peshawar

	3. 
	F.Sc (Pre-Medical)
	2000
	66 %
	BISE Swat

	4. 
	S.S.C
	1998
	67 %
	BISE Swat




	S.No.
	Certificate/Degree
	Year
	Percentage
	Board/University

	1. 
	B.Ed
	2009
	67 %
	University of Malakand

	2. 
	C.T General
	2006
	66 %
	DES & LD Peshawar



Having 3rd Position in M.A (English) throughout Malakand University in Annual Examination held in 2004 at Post Graduate Jehanzeb College, Swat.
 
	S.No.
	Name of Institution
	Designation
	From 
	To

	1. 
	Cadet College Chakdara Dir Lower
	Lecturer in English
	1st April 2005
	Dec 2006

	2. 
	Aafaq Education Academy Aladand Dheri Malakand
	Teacher in English
	March 2009
	Nov 2009

	3. 
	Hala International School Jeddah, Saudi Arabia
	Teacher in English
	28th Nov 2011

	13th Jan 2012




I have served as a Superintendent from 1st January, 2007 to 5th November, 2008 at National Defence University, Islamabad. As a Superintendent, I had to perform the following duties:
· Maintain office routine work on a smooth and sailing pace.
· Maintain filing system of the office and make arrangement for classes.
· Make drafts and get them approved by the superior authority.

· Make correspondence and maintain its record in a very careful and scientific way so that it may be convenient to find a desired file.

· Arrange and maintain Archives of the office i.e., the issuance, arrangement and binding of basic books.

· Provide active secretarial and administrative support to the GSO – I and GSO-II regarding various activities and exercises.
· Check outgoing correspondence and make sure that each letter has been signed by the superior authority.

· Make sure that participants are facing no problems while using computers in the computer room.

· Make block programs, seating plans for syndicates and ND Halls.

· Make presentations and slides on the PowerPoint for the participants and to run it on the Multimedia in ND Hall and Syndicates.


I have been serving as Assistant/ Reader to Deputy Commissioner Malakand since 11th November 2009 and still perform my duties with great fervour and zeal. As Assistant to Deputy Commissioner, I have to perform the following duties to the satisfaction of my superiors:

· Maintain office routine business in a best possible way.
· Translation of various material from Urdu into English and vice versa.
· Make note sheets of the letters and submit them to the worthy Deputy Commissioner Malakand.
· Take dictations on variety of subjects and then type them as per orders.

· Make drafts and get them approved by the superior authority.

· Arrange meetings and inform all the participants beforehand through fax or mail.

· Take minutes of the meetings and print them.

· Screen all incoming mails and record them in a log book.

· Attend telephone calls and forward it to the worthy Deputy Commissioner.
· Maintain the diary of the Deputy Commissioner Malakand.
· Process bills of the NIP candidates.

· Maintain archives of the office and preserve its record as in soft forms as well.
· Make arrangements for stationery, furniture, vehicles etc.
· Make liaison with other staff in the Distt: Secretariat and other organizations.

I have got almost 05 years of experience in translation of various material from Urdu into English which includes Source Reports, Special Reports, Land Acquisition Cases, Criminal Cases, Legal Cases, First Investigation Reports, Public Grievances etc.

Currently, I am working with Travod.Com & Vnloctra.com as Translator/Proofreader.


English
:           Fluent

Urdu
:
Fluent

Pashto
:
Fluent



Punjabi         
:          Basics



I have completed Six-Month Course in Office Automation in 2006 from Info World College of Information and Technology Batkhela, Malakand Agency. I have the proficiency and experience in the following soft wares and equipments:

· Wordfast Pro

· MS Word with Typing Speed 50 w/m
· MS Power Point

· MS Excel

· Corel Draw 

· Text Bridge 

· Inpage

· Solid Converter

· Internet (Downloading and E- Mailing)

· Scanning and CD Writing

· Multimedia

· Minolta Photocopier Machine

· Sharp Photocopier    Machine




CAREER STATEMENT





    Resume





PERSONAL INFORMATION





ACADEMIC PROFILE





PROFESSIONAL PROFILE





DISTINCTION





TEACHING EXPERIENCE





EXPERIENCE AS SUPERINTENDENT





EXPERIENCE AS AN OFFICE ASSISTANT/READER TO DC MALAKAND





Experience As Translator/Proofreader





LANGUAGE SKILLS








COMPUTR PROFICIENCY





REFERENCES





1.	


Name		:  	Amjad Ali Khan


Designation	:	Deputy Commissioner


Organization	:	Distt: Govt Malakand 


Address	:	Office of the DC 				Malakand


Contact 	:	+923422246082








2.


Name		:  	Ajmal Khan


Designation	:	Accounts Officer


Organization	:	Distt: Govt Malakand 


Address	:	Office of the DC 				Malakand


Contact 	:	+923335744528








3.


Name		:  	Bahroz


Designation	:	Asst: Professor


Organization	:	Education


Address	:	GDC Thana Malakand


Contact 	:	+923149822766








