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Mushaf Sargodha
	Profile

I have rendered 25 years of service in Pakistan Air Force and have ample experience in Managerial, Administrative & Official Matters with rich expertise in operation of Computer i.e. Office Automation System, MS Office (.docx, .pptx, .xlsx), various Software Applications.  Competent in General administration, Project Management & Training of Human Resource.

Career Objective

Seeking a suitable position in a challenging and result oriented environment which allows exercising abilities as a team member, coordinator & planner.  I look forward to work in accompany of competent people who can nurture me with their expertise and where I can contribute by utilizing my knowledge, expertise and skills.

Academic Qualification

Qualification

Session

Board/University

Marks out of

M HRM

2019-21

Virtual University of Pakistan

3.33 (CGPA)

BA

1995-97

University of the Punjab

409/800

FA

1993-95

BISE Faisalabad

626/1100

Matric

1991-93

BISE Faisalabad

579/850

Professional Courses
· Digital Marketing  Attended Digital Marketing Course from Virtual University of Pakistan in Apr, 2020 at DiGi Skill platform.

· Developing Managerial Competencies Attended Developing Managerial Competencies Course at Pakistan Institute of Management Sciences in Nov, 2020.
· JCO Course Trade & Supervisory  Attended JCO Course Trade & Supervisory at Administrative Trade Training School, Kohat in April, 2018
· Military Leadership and Command Course  Attended ML&C Course at JCO Academy Korangi Creek in Nov, 2018

· Personal Computer Familiarization Course  Attended PC Familiarization Course at IT Academy Badaber in Jan, 2003

· Secretarial Asstt Training  Attended Sectt Asstt training at Administrative Trade Training School, Kohat during 1999-2000

Experience
· Security Wing Mushaf
(2020-2024)
At Security Wing PAF Base Mushaf Sargodha appointed as Adjt and handled all official & administrative matters of the Wing.  Also looked after Unit Fund during my tenure.

· Dte of Air Mobility (TEP)
(2011-2020)
At Air Headquarters, Islamabad Dte of Air Mobility (TEP) appointed as NCO i/c and handled training of aircrew.   Forecasting of funds for training abroad and process cases for conduct of simulator training and liaison with training institutions regarding conduct of training.
· College of Safety Management
(2008-2011)
At College of Safety Management Masroor appointed as Personal Assistant to Officer Commanding and also handled Officers correspondence relating to National / International officers.

· PAF Base, Rafiqui

(2005-2008)
At Admin Wing PAF Base, Rafiqui (Shorkot Cantt) appointed as NCO i/c Orderly Room handled function of Central Registry and also treated with airmen documentations.
· ACAS (P-A) Sectt

(2000-2005)
At Assistant Chief of Air Staff (Personnel-Airmen) Secretariat Air Headquarters, Peshawar detailed for record keeping of airmen personnel.  Also dealt with honor and award of airmen personnel.

Skills

· Computer Proficiency (MS Office)

· Office Automation System Specialist

· Exceptional ability to liaison with govt /Semi govt organizations
· Exceptional Comprehension in official matters

· Interpersonal Communication

· Managerial Competency

· Office / General Administration

Languages

· English

· Urdu
· Punjabi





CURRICULUM


VITAE








