CURRICULUM VITAE
PRIVATE 

CAREER OBJECTIVE
:
To utilize my knowledge and skills to the best 
Of my ability and to develop new ones.

PROFILE



:
Dedicated to maintaining high quality of







Work on own initiative and as part of a 







Team. Good Computer skills. Fast 







Learner, ambitious and confident.

PERSONAL DETAILS
NAME,                                                 FAISAL KHALIL
Nationality:

Pakistani
Date of Birth:

30 April 1983
Contact No.:

60903799
Email:

g_jutt_g@windowslive.com
ACADEMIC QUALIFICATIONS

· B.A (Bachelor of Arts, Economics)
Punjab University, Lahore
· F. SC (Pre Engineering) 
Govt. Collage, Gujranwala.
· Matriculation (Science Subjects)
Govt.A.M.Islamia High School No.2,Gujranwala.
Computer Qualifications
                               Computer Qualifications (Hardware & Software)
             From, APTECH COMPUTER EDUCATION (PK)               
SPECIALIZATION:

· Installation MS Windows  98 - ME - XP - VISTA - WIN 7,
· Support & Administration of MS Windows Networking Technologies

· Implementation and Maintenance of Workgroup and Domain

· Installation and Configuration all kind of routers like dlink,Linksys,
· Advance Knowledge of Routing and Routing protocols 
OTHER EXPERTISE:

· Advance knowledge of Industry standard tools like MS Office 

· Advanced Operating Skills of Windows 9x/NT/XP/Vista 2007/Windows 7 Server2003 & 2008 Environment and Troubleshooting

· All kinds of Software, Hardware Installation & Troubleshooting
· Networking with Wired & Wireless media using advanced technologies
· Installation & programming iphone,ipad, ipod, & Samsung mobiles.
· Web Hosting & Content Authoring & Publishing.
WORK EXPERIENCE AND EMPLOYMENT RECORDS

Possess over 5 years work experience in Kuwait in the position of Technical Asst. & Network Administrator. 

Present

Employer:
Abdull Aziz Al-Ali General Trading Co. Kuwait 2008 - to date 

Title:

Admin. Assistant / Network Administrator
Responsibilities:

· Processing of Leave form for the employees.

· Processing of Staff Travel Sheet, Work Allowance Forms.

· Responsible for Vehicle Allocation of the employees and keep track of the vehicles.

· Ordering of Stationary / Processing of stationary requisitions.

· Drafting of various letters to the clients.

· Maintaining a proper filing system.

· Preparation of various reports in Excel & Word.

· Preparation of letters as per superior’s instructions.

· Proper coordination and arrangements for requirements of office equipment’s, telephone, computers, office allocation.

· Daily Incoming and outgoing correspondence.

· Preparing Minutes of Meeting and Agenda for Meetings.

· Responsible for handling logging / recording confidential matters.

· Maintains proper documents, files, forms and all other relevant papers.

· Coordination with co-staffs and other departmental secretaries in carrying out the documentations.

· Filing of documents and maintaining correspondence files.

· Direct reporting to the top management for department progress and objectives.
· Handling incoming & outgoing calls
· Responsible for introducing and up gradation and license management.  

· Performing routine audits of systems and software. 

· Having excellent time management, confidentiality & communication skills.
· Developing & Maintaining the company’s internal systems, software and databases. 

· Recommending and implementing improvements and efficiencies in user level with role and right management.

· Direct reporting to the top management for department progress and objectives.

· System trouble shooting.
Employer:
, Pakistan



 (2004– 2006)
Title:

Admin. Controller
Responsibilities:

· Supervising the work of office and assigning works.

· Handling incoming/outgoing, correspondence and filing.

· Preparing and distribution of minutes and agendas etc.
· Organizing business trips, itineraries, and accommodation.

· Monitoring inventory, office stock and ordering supplies as necessary.

· Updating & maintain the holiday, absence and training record of staff.

· Responsible for purchase orders.

· Raising of purchase orders and invoice tracking.

· Setting up and coordinating meetings & conferences.

· Updating, processing and filing of all documents.

· Typing documents and distributing memos.

Languages 
Spoken
-
English, Arabic, Urdu, Punjabi, and Hindi.

Written
-
English, Arabic, Urdu.
PASSPORT DETAILS,             Passport no. MQ4108572,
                                                       Issue date,07 DEC 2011,
                                                       Expiry date,06 DEC 2016,
                                                       Place of issue (pakistan)

CIVIL ID DETAILS,                 Visa no. 18 (transferable)

                                                       Civil id no. 283043004231,
                                                       2013/04/10

 DECLARATION,

                                 I hereby certify that the above information is true and correct 

                                 To the best of my knowledge, if chance is given I assure your

                                 That I will assume my all abilities for the satisfaction of my 

                                 Seniors and management.

PLACE KUWAIT,

DATE

/         /2012                                                                           

                                                                             (Signature of applicant)
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