HAMZA AHMED

Office Assistant

® PROFILE

Creative design team member
experienced in harnessing technical
and creative abilities for diverse
projects. Collaborates with
multidisciplinary teams to complete
quality work according to budget and
schedule goals.

® SKILLS
GraphicDesign ® ® ® ® @
MSWord/Excel @® @ @ @
ERP Software o o 00
Team Manager o O & o
Adaptable ® 0 0 0o
Leadership o 0 00O

® LANGUAGES

Urdu G

English - ——

Punjabi D

® PERSONAL INFORMATION

Email: Hamzaahmed5254@gmail.com
Mobile No: +974 31274790 / +974 33106293
Address: Doha, Qatar

Marital Status: Married

Visa Type: Work Permit (NOC Holder)

® PROFESSIONAL EXPERIENCE

Feb 2021 - Al Wahda Industry | Office Assistant
Jan 2025 Sialkot, Pakistan

® Maintained high standards of accuracy and
quality in data entry and record keeping.

® Answered high-volume daily telephone and
email enquiries, minimizing correspondence
backlogs.

® Organized filing systems and maintained
records and documentation in alignment with
company policies and data security protocols.

May 2019- Halliburton Worldwide Itd |  Field Support in TSS
Dec 2020 Abu Dhabi, United Arab Emirates

®  Provide field-level support to TSS
operations, including equipment
preparation, mobilization, and
demobilization.

® Assist in the maintenance,
inspection, and inventory control of
testing and subsea tools and
equipment.

® Ensure all tools and materials are
properly documented, calibrated,
and meet operational requirements
before deployment.

Jan 2017 - Afzal Group of Electronics | Data Entry Operator
Mar 2019 Sialkot, Pakistan

® Updated office databases and records with
accurate, current information.

® Transferred data from physical copies to
electronic records.

® Photocopied, scanned and printed relevant
data for manager.

® Responded to customer requests with friendly,
knowledgeable service and support.

® EDUCATION

2013 Matriculation in Computer Science
Sialkot, Pakistan ~ Government Higher Secondary School

2016 Diploma of Associate Engineer (CIVIL)
Sialkot, Pakistan  Sialkot College of technology

® SHORT EDUCATIONAL COURSES

e Computer Application and office professional
e Import And Export Documentation
¢ Graphic Designer

e Digital Marketing
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