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Email Message Format A alay & Sllicy

2L (S MGl A sp 3 alay o 5 (sl SOl ya )l gl gt 3 (g0 (55 3 sl (5 4S
Syl 4l Ay ga¥ A Cd gy ISl Sl 3 s Syabio

Subject Line 45 gadaa L o) sis
45\1\34.'93_ad@w‘_&\oﬁgwoj@dcgﬁSdﬂbJ\:ﬁ‘?}ALﬁﬁJﬁé@%ﬁdjgﬁ@g
s B8l g odls 5l uaidia o o Al aSd4cy | (5 S s8R 4% ge sl 5 Sl 30 2l

2333 053 S (513 Oy asS L gl Al s Al IS a1l bl Cilinige i 5ESL8 Sid 340 gl
SR ol (S (saiae 3 (S Qg 4y sl Sl 0 s sileglle 550 g 55 s s0le)
1w Ay (S 2 (23 diu gl A5y iy suliv a5 )l Sl 5398 IS g5 4348 5

Submission Guideline:

Interested and qualified candidates should submit a cover letter and CV to the HR Department of TRISTAR
Technologies via email or by person.

Note: Subject line on Email should be: TSI-003 HR-Manager

Nnlv those candidates who meet the aualification and reanirements for the mentioned nosts will he callpd

Submission Guideline:
SUBMISSION GUIDELNES

Please submit a CV (3 pages maximum} and a 1-page cover letter explaining your suitability and availability
directly to Sl atees= |Please state the position title in the subject line of the email Jonly shortlisted
candidates whose education and experience correspond to the above criteria will be contacted for further

information
Salutation:4a s g gbise b a2
:w}aﬁﬁij@gi‘Xdéﬁﬁ@A«g
Dear sir, 45ca.ﬁ‘\la;‘\.ig)l}ﬁJﬁﬁy@:g}\j)d\:}e%da‘)\;ﬂ@)\jJA.(;J
pse 2 uas Sisslsay s puli s
Dear Madam, 45ce.ﬁfda.;@jj}ﬁ_)ﬁﬁy%gg‘SUJJQeMJaJ\:\]wJ@J
e aas Sisslsay sl puli s
Dear Sir / Madam, AS gl Al )l pedd Syl gay o> daglle (pAi A guli (g yua aS
SAA a4l aeralans ) Jg JAcs o aa
e IS
Dear Mr. Xyz, P S g 248 5l s S (el aS ol Ay )by
gsede es > Sda
Dear Mrs. Xyz, St e > S ulidye bl Al g gliod g
DearMs.XyZ, 4_1s‘\.\\_i}‘Lﬁjdﬂbﬁ\jd(ﬁﬁd})&b)@l@@éﬁ@d
Ssofe g pst o2 S da ol
Dear Hiring Manager, Sy il Ay gadd g (g )l & sl (g yun aS
To Whom It May Concern, | s le ) somosk ol sosS ¢ sl (bad) 482 o als 4xa 0 )5
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Body of the message : (s ali

s A0 b 518 S e 50 49 i
o (58 83 o Ay (530 Ak 3 (Sl s laslla ol 4 A it 3 S S 1 5 gasl g
o)) 4y U AL AAR i g (oS A gulS o (S ) ol Sl 58 o ) (o gl
GO LS 22 gull a (Salgaa 1 (S AR pasa 4y e g S 4y dlaglla
LA L sl o a5 S8 IS 30

DS3aa 1y gl S aislh Jse al Ay oyl 4y 5555 ke 5l Ly a0 (S Al S) j Jdiaay o
AAa ol Se i ol ) 5ol (Ll o e s oy s s 48 0 sl (2 5 S
LGS oy 4 s e shae ) sislsee 3 a0 o) 8 dA 5 5 S
Sy ailagio y e sled i ) (s At oy suli a5 S )5 M4 (S ke S

i JiR o pue ol 8 4y (5 iSen 3 ) (e 43 4A8 Sy lesS 0 S S (5 el 4y o
o Sllidy p 4823 (o sl (> 5 S5 )SD sl sad 0 (S il 4y (5 sm s 43 S
s =l JCV, Résumé, or Cover letter 4 5.4 A 5

L)

Closing lines :45 54

SR pacd g logee gomsai GhAes Abo g4y Al alay 2243 (5 )d) dln 24X pas
Gle g5 A (2> sl ASd oS alia oS o gl alia ol Sl 0 AR SGgiugl g
S S sisha

3 s s 5 s Cover letter oo REsUME b CV 2 (S Sllisy y 4y suli 4S 14d gl
38 dapan 3o g Sallidy o Al s aSh L8 ISl 25 s (o 4000 LS 45 e Sl
LS54l o Sar 248X ST sla S 0 gl (5 S g ai gy gl

Complimentary Closing :salS ¢ 52 b og S sy hd o phld 4y g4l 0
4 oy 4y) Sl AlalS aea S b4 b Logee ull ) pige o (S sishd gin 4 4]
chagba s sulian (S oSl 5 (O el sl L8 sulin (o S e sl cdina cal jial
Sincerely, Yours truly, Regards, Yours Sincerely 48 (Saly GlalS owey S

Signature <l
d)ﬁd@wjd\éﬂﬁs)umj\ ‘bwéﬂ‘g\ﬂ‘ﬁg‘—iﬂ]%)eﬂ‘aﬁymé@ﬁﬁﬂﬁ
LSals 4l aa 40 S (5 gra 3 (s )l Clua Skype ) LinkedIn 2 suli 4S
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JSa! (Cover Letter) 2 st slil & 3 gaia 5

G L S 3 2 S5 (Cover Letter) s s (o530 b 55 o 3 (S D) pon 43 43 Al s
Lﬁqs‘y«';quﬁgg;dﬁq,gﬁweu%@u%ﬁaﬁjﬁm }sas_gﬁ}imp@\}g
23 s Sy & Cover Letter 2 sl ) spiaaS ha oa oy sull (S g uSe

Submission Guideline:

Interested and qualified candidates should submit a cover letter and CV to the HR Department of TRISTAR
Technologies via email or by person.

Submission Guideline:

To apply: 1Pleaae send your Cv & Covering Ietterto below email address and include Grants Technical
Manager in the subject line of the application

S sai b as 86 saY Jlew s K4 3 Cover Letter 2

Salutation:4a s ¢ gl b bl
S50 5438 slan gaiV 3 S AR pasaqy
Dear sir, Dear Madam, Dear Sir / Madam, Dear Mr. Xyz, Dear Mrs. Xyz, Dear
Ms. Xyz, Dear Hiring Manager, To Whom It May Concern.
Body of the letter :¢fia b 2
Lsss 3 0 58 S s pd 4y (i
> B8 SNo 4y g ara 3 SalyAlagllas yl 4 A Ja 0 Sl SI s e ay o
o)l Ay G AL AAR i e S Al gl a1 Sl o s SQliis e o Ll (o sl
GO L aS 2y gl Sy e 1 (S AR pasa 4y Gl d g S 4wy i Al gl
Soisn sao s sl (s Ll sl o ja sk S S a6 s
DS3aa gl Ssaisalh Jse al Ay oyl 4y 5555 lew 5l Ly a2 (S Bl S) j Adiedy o
428 )l Sohnie R ol s (Ll e e R by g1 Jg 4223 sl a5 S
LS o A o Ayt sHsee o) sigiliee 3 g 3 o) Bl Jis oy (5 Sy
g dlagio yse glei el (g0 4s2) gl a5 S )5 AT Sy ke S
Sl Jid o e sl o8 Ay (s Sar 3 ) e 4 43R (S jle € 0 (S ol S (g pdl 4y o
L4 sh
Complimentary Closing : 4alS s 52 b o g S b 4glad o jhald 4y g glija
a3 ¢pl yialag) Sl el aes S ghagdad Lagae gl 5l yise o (S fshd gl 4y asd
biy puliaa (S lSl 4y o (Osh ol o) L SLE i (g Sda sl cilal yia) cdine
Sincerely, Yours truly, Regards, Yours Sincerely 45 (Sily GlalS wen S b
Signature ;S

is.ggigswﬁgdgwﬁaca)Mg;\_.g‘g\J4wJJ\g;\:\)'3§yUu cey}u\_:uéh}«cdd\_}
_&iﬂl}dqez&gw s ) Qs inkedIn 2 s

L)
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GB35 S g ¥ Sojdabaa Sl gl g ¥ A G ahad aes gull (g jua 4S Ad gy
(Heading Address) w2 (S (Sissal 3 (S e g pdialad daly guli g plo l slinse
psi did (S A pay Sl o o) (S5 (Inside Address) o s (Samb (S5 sS auy jia
LS @ Sl 5 Sl

48l s oy Cover Letter 3 (SKgps 023 25 ol 2

Cover Letter

Dear Sir/ Madam,

As a highly dedicated teacher, I read with interest, your posting for a new English Language
Teacher in acbar.org website on 3 Oct 2016. My experience aligns well with the qualifications
you are seeking at Hewad Academy, in particularly my role as a teacher at different English
Language coaching courses, and I am certain I would make a valuable addition to your
organization.

With more than 3 years' experience as an English teacher, | am adept in classroom instruction,
development of instruction plans, teaching advanced grammar, and spoken English classes, and
parent-teacher relations. Moreover, while my on-the-job experience has afforded me a well-
rounded skill set, including first-rate conflict resolution and problem solving abilities. I also have
a solid education foundation and passion for teaching. I am extremely enthusiastic about Hewad
Academy's focus on individualized instruction and would welcome the opportunity to contribute
to you.

Please review my attached CV for additional details regarding my expertise and career
achievements. I will follow up to request an appointment to discuss how my experience and
background meets your needs.

Thank you for your time and considerations
Best regards

Shah Mohammad

Dist #2

Qalat city, Zabul
shahmshakir@gmail.com
+93708732961
(LinkedIn)
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Shah Mohammad

adady Sl District #4, Qalat City,
) ) Zabul Province, Afg

A Cell: +93708732961
shahmshakir@gmail com

Personal Statement

Shah Mohammad
District #4, Qalat City, Ao (Pl 2 Alaglla Ay guld

Zabul Province, Afg PN i i
Cell: +93708732961 Lo SIS (S AR A

shahmshakir@gmail.com

Personal Statement
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T A qualified and enthusiastic X, with over Y years’ worth of experience, currently searching for a Z
position to utilize my skills and take the next step in my career’...

T As an experienced manager in business sector, I’ve proven...
T A recent business economics graduate. ..
=l b (Objectives) > s sla oy Ol (maddi 3 (S (g o ald 4 S s dd gl
4 S gl omsio Hail AaS 4y pu (i (padl 3 s S (Personal Profile) Jw b
Jg9

S5 sase (S a5 J Al ge S a0 5 (S A e sla Ol (padid o sulias

S OBR dB ndsab g S el 5 S WS padd aulias )

_@j&:\goﬁoggg..aiﬁdyuggﬁy

Personal Statement

An energetic and ambitious business administration graduate who also possesses three
years’ managerial experience, looking to secure a Senior Financial Management position to
use and further develop analytical skills and knowledge in a practical and fast-paced
environment. Has the ability to organize people and systems in order to achieve objectives
and is used to working under pressure and meet strict deadlines.
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Experience and Employment history :4: a3 ¢S

S AR R A4 (59 s S ey gl o Saly Cialiag s )l 4y gid b 3 (S AR pasa 4

Gest shges ab e adida ol (b 28 ISy A e el A )l Al (ad IS sulin

LB ol seasida

5ok Sl a (A S

Coaly iR 50 0200 Argad 4y ob dugl 1 AS R ¢ Sl gedni by o) Jn o g a S dua Sda v
35l as sl ara o (S aSl angan 4y Sy (Present) sld oy i 2 sy a3 by ¢
(S peld (g0

LSy Al S (@ ga) o sie gy Ay Sal 4 oy v

FARRY 0 Sl 4 il e aga gl SR g g J S e 0 g Ar 2 (S Sdlaw g v
Sy sl e 5 )5 7

:d}-; 473 gsgd.'."' 2
Working Experience
Jan 2014 — Independent Electoral Complaint Commission (IECC)/ Zabul, Afg.
Feb 2015 Admin and Finance

e Reporting monthly report and analyzing of finance

Keeping the records for receivables and payables accounts.
keeping way of budget pipeline

Maintaining proper record of personnel documentations.
Responsible for account control and maintenance of records.
Supervising daily activities of the concerned unit.

50 S IS sl oAy (ol SO g0 s 3 Al (S4B paSodna el o pd o8 1 Aigy
> A0 L) (5 S o i (SAe S (g0 by Gals g sl (o i xSl w55 S o N
55 E S oyt edid 0 9 51518 gud Jio ju (eSS (s b IS pde s 3 i AS A (S ana
(53 4E33 o 1oSls (53 4k Al (5 S5 ARA o) (5 S S5 03 sa b5 om (o SV S sul L

Lol Sl o8 45 9 suli (o (59 g )
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Education: ¢S o3

Al (5 S 00 sl (4l (a2 A (Sl Claslla o gl ay 5 S o2 sha o (S4a paca 4y
S A 5 (S Jigiule 3 (2 5 S 03) (> 0add 0 4AS (L o3 dSly A e o)) 5200
o)l Ay (Aissi 3 ab (Sl Ay ol il Ly os iule 3 s el (S sy e ald 4 2l
Sl

o) 4 Aash 252 (S s e AR A 5 g S AV S 035 sl padd g aS 1Al gy
AR dp o sbdn g S S S SR e B en g 48 A Sl
Wolsn I 2l 50 sy sl (Aissd 505 s o sl (lad (il gia el S o
RES

oo SIS 3 A ada

Sl Slaslle (S gy o alid g0 gl 4 550 land (a3 i 59 4y (S

S0y Ty Ml (55 o2 suliaS A (Sl ain b sl dy o 58630 (Sduay S
Sy (Present) s oy (o sumy 8 b a by o A amg) 5 gl g9 S g
@b o) s 0 s 4 (S 3 s GBS pasadl S sl o (Sl 40D ) 45 Adu )
et gl (558 (anadi (S shul g dlls p b (SR (euleslig 4 Giliase (AR 5 0 sasle
Bl J) g3 i (T pare «SaS Jle cdasl 55 Jlsa e olubin o lal 4y Gliana 2t g 5550
S ) 505 @l b @il (bl SAS s el (S A 4 Oeile TS 0
(SIS panadl
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MBA, MCA, M.com, :ds 4 Su o 1 Saly asiiule 3 (S il 4 (Sl acaaa o by
.05 = 3 MA, M.Sc,

ded S

Education:

2012/04 —2014/05 Marketing Management / XYZ University, XYZ state, India / MBA
Grade Achieved B+

2008/10 —2012/01  Finance / XUZ University, XYZ state, India / BBA
Grade Achieved A

2008/10 —2012/01 Diplomacy / Nangarhar University, Jalalabad/ Law and Political Sc.
Grade Achieved B+

3 A S S SN (o ds o Al L)l 5 ) il allai 500 suld (5 4S AdgL )
Lol Sl e 45 sull o s dam e obagarr 3 2 5 S5 SI sl 4za

@2 W) IS (Percentage) e b (Grades) sao0 2 (S 43 4y 9 S 03 3 Adgaly ¥
oAk sd sl o JS
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(Certifications) Juiusois ju 3 (S lsie 49 (A 03 580353 suli 20313 (oY (5 ]
Sy Glaglles 4y 538l (5 598 J S 4y 5 g5 gaY Ly ) (g S adlial 5 4alS

Sa 5143 (Certifications) iduSadn yw o 2V (A p f 5 S 032 e (ol o )Y 4et 9
LS MU S g n Jsi ¥ Olsie a5l (Sl O e

S H s salite 4 guli a0l 4y SR 5 g 3 (S g o Al 4 suliaS gy F
O sie (Trainings) S s 3 om Olsic 3 6b Gaai o sa b 55 1 Saly Claglla (5 S 4
a5 o) SAls O sie Da a4y (Trainings) @ (S 43 p eV gy 2k sl s Sl s

L80S SY 588 55 J g3 Y o) s

Achievements: (~9)) 4
s ay Shua oS IS J o)) Y Sdu gl (ale  S4R pacaag
(S35 e Gyl podza ) g5 M QUS g sulias ]
oS a3 4 (55 (58 oy i oia Cm 4y Sis o lm 3 (S ol o gp 4y suliaS 2
A o o€ il IS 482 a5 juma i 5 3 ool (5 luln 3 LS 6 Il 4k8 Aps
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4 oy IS (534 (2 59 S Bk b5 S (e s (g lre 555 s b 2 (S
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YEEYCR
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b 5 s sy e S gl e ald A (o sl o S S A (Al b S
S by aSd s s slsS o s iy (o sl (a5 S i S (ol 5 suli (5 pm 4S
SYSS suli 53 (55 )sh el ) IS An i Sihia 0 (S Sdasa Jaa b ) (Js el 555 2
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Achievements

e Teacher of the year in 2014 at xyz educational institute, xyz place.
e Improved office efficiency by updating database in 2015, IECC, Zabul.
e Introduced and implemented modern accounting system in 2016 for XYZ Company.
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Hobbies and Interests: =S 23

B 5l 8302 S a8 d 4 2 sl 2 (Sl P8 S aisillad dra (Sad pacaqy
35S a8 Ol e J oS @ ) ¢ sl el s S HsAI i 4 (S 3 S o i Hhala 4y
03 (D

SAy Sl Ad sy A Sl (S s o Ald 4 48 4 sl Al W) (S dal 4y
oAl (2 SsAR (lomade yl 4 Cinadd gl 52 55 (5 58 A a0 s (S galadiul
4.6 S 23S A adld celdial o) Jd g3 gl gy il s Salg iy IS D (S
S5 SS B bon Alp S4A s

Computing ‘Lg‘)la‘)u‘)j‘\ﬁ)\c o) el L) o_)u‘_ejll_}s\_\jdjuu
Football / Cricket S a4l Ciaa iR ol
Captain of a football or G5 el o) iy celaial aulicis 1 O jlga (55 H 2 gl
Cricket team ' ) Gl en 8 S 30
Chess gﬁjp;ﬁ)}a}\mgwhj;u

Other skills: 45 58 g s
A8 g Ay Sl 2 Sl (S IS 4 i g 245 jlee (Sidd o Slue sl 4l

Planning Clee sly o ayho) e
Management / Project Management. Gl 33 3 (59 2/ Dl e A
Leadership Gl s 2
Time management G lge Cuy e i g D
Conflicts Resolution Gl da a5 Al
Decision Making Glen 168 (g 8 2
Working under pressure Wy b les S IS o gy s 5
Working with team WLl 8 80 S(a) asia
Creativity (creativity) <& lge CuddA o
Communication O lee oatlia by shal gy
Information / data collecting and analyzing G olea d sS40t j};b 3 sl glla 2
Etc..... ".J}-,‘;“,\Jj\

04 oSl 3 8 I b Al e a0 sl 0 (lsie i i g 2 1Ad sy
Language skills:4i s g 55 2

S oS A o pu s 5l Lo sy B s (o (Sl Dlaslla oyl 4 0] s2d 3 (S 4R pada 4
s 4y (a3 st s N (S S sS4 2

Language skills

Language Listening Speaking Reading Writing
Pashto 5 5 5 4
Dari 4 4 4 3
English 4 4 4 4
Urdu 4 3 4 3

| 1 = poor, 2 = fair, 3 = good, 4 = very good, and 5 = excellent|
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Computer sKills:4d siolga s gaas 3
Sy Clagllar jl 4y 5355 lea 5l 5 S 00 ispaS o suli (S4A pacaqy

Computer Skills

e Operating System

o Windows XP,7,8,and 10 M E BN VeryGood
e A+ Hardware HEEN Good
e Microsoft Office HEENE ' VeryGood
e Microsoft Certified Professional (MCP) M EEE VeryGood
e Graphics Programs

o Adobe Photoshop, Corel Draw HEMEME VeryGood

Other information:<tagia g

S0 snlilon 4 (S 2 (55 A (S o5 o Ay sulin (5 4S AT AL )l o o 4B n 4L
Sl (U u an e 4o )l sase a5l 24T BB S L sl gy (g exid ol (50 e
Q) 2 sl gy Dlaglla dig ) puly HH L AS B SQly (S AR Ay 4 Glaglle axa
Lo A Ay e (5 )S S o (Sl sS

References: =i

A S AR R AL Ay 03 (5 Sart (g (o sl AT py (A SE0) glon Al jlo AR pAed (59 o2
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SN s Ay g ol (Sl dua 4y S5 sS adanl 50 (S g5 e Al
LS A 5013 (5 s )l 4y il s e

S el 3 (sli 0 5 355 5 S it e el il 5l Sl dis s A ©
LS el i syl 4y Gl o Sy o

Sl alen gV 4ed Al g SAS jr Ay iy )3 (S g ol 4 aldl) A Al gy
“References available upon request.”

62 35 50 bl Ly (LG5 3 S ) b ool J S ol g5 s (L 24y Sy )4 rdad
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References
Essa Mohammad Zaheer @ Name (Holmoatipsdl
Managing Director at Hewad Academy, Zabul Position, Organization, Place
Add: Qalat city, Zabul Add:
Ph: +93707-998-951 Ph:
E-mail: essa.zaheerlS@gmail.com E-mail:
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Shah Mohammad
District #4, Qalat City,
Zabul Province, Afg
Cell: +93708732961
shahmshakir@gmail.com

Personal Statement

An energetic and ambitious business administration graduate who also possesses three
years’ managerial experience, looking to secure a Senior Financial Management position to
use and further develop analytical skills and knowledge in a practical and fast-paced
environment. Has the ability to organize people and systems in order to achieve objectives
and is used to working under pressure and meet strict deadlines.

Working Experience

Jan 2014 — Independent Electoral Complaint Commission (IECC)/ Zabul, Afg.
Feb 2015 Admin and Finance

e Reporting monthly report and analyzing of finance
Keeping the records for receivables and payables accounts.
keeping way of budget pipeline
Maintaining proper record of personnel documentations.
Responsible for account control and maintenance of records.
Supervising daily activities of the concerned unit.

e Cooperating with concerned units regarding internal evaluations.
Jun 2013 - Hewad Academy / Qalat, Zabul, Afghanistan
Jan 2014 English Language Instructor

e planning, preparing and delivering lessons

e preparing teaching materials

e helping students improve their listening, speaking, reading and writing

skills via individual and group sessions
e checking and assessing students” work

e organizing and running specialist courses
e Manage and monitor student behavior.

Education:

2012/04 —2014/05 Marketing Management / XYZ University, XYZ state, India / MBA
Grade Achieved 2:1./' B+

2008/10 —2012/01  Finance / XUZ University, XYZ state, India / BBA

Grade Achieved 1/A

Achievements

e Teacher of the year in 2014 at xyz educational institute, xyz place.
e Improved office efficiency by updating database in 2015, IECC, Zabul.
e Introduced and implemented modern accounting system in 2016 for XYZ Company.
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Certifications

Afghanistan

Trainings

2007/01 —2008/02 English Language proficiency certificate / Hewad Academy, Zabul,

2017/07

Hobbies and Interests

Two weeks long Monitoring and Evaluation training in UNHCR Office, Kandahar

e Computing

Football

Other skills

Management

Leadership

Project Monitoring and Evaluation
Effective report writing

Data collection and analyses

Excellent written and verbal communication

Language skills
Language

Pashto

Dari

English 4 4

Urdu 4 3

1 = poor, 2 = fair, 3 = good, 4 = very good, and 5 = excellent

Computer Skills

Listening
5
4

Speaking
5
4

Prepare and Conduct trainings and presentations

Reading
5

Writing

4
4
4

wW AW

e Operating System

o Windows XP,7,8,and 10
A+ Hardware
Microsoft Office

Microsoft Certified Professional (MCP)

Graphics Programs
o Adobe Photoshop, Corel Draw

References

1. Essa Mohammad Zaheer
Managing Director at Hewad Academy, Zabul
Add: Qalat city, Zabul
Ph: +93707-998-951
E-mail: essa.zaheer|5@gmail.com

2.

Very Good
Good

Very Good
Very Good

Very Good

Name

Position, Organization, Place
Add:

Ph:

E-mail:

LS SIS (Sl gt e s ol ol oS Al 3 Jild 35 b g Sale 3 (g g (o4&
http://www.mediafire.com/file/In3z946j39itgl8/Simple_CV_format.docx
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Accountant

An energetic and ambitious business administration graduate who also possesses
three years’ managerial experience, looking to secure a Senior Financial
Management position to use and further develop analytical skills and knowledge in a
practical and fast-paced environment. Has the ability to organize people and systems
in order to achieve objectives and is used to working under pressure and meet strict
deadlines.

Experience

Oct 2015~ Hewad Academy / Qalat, Zabul, Afghanistan

Jun 2017 English Language Instructor
* planning, preparing and delivering lessons
e preparing teaching materials
« helping students improve their listening, speaking, reading and
writing skills via individual and group sessions
e checking and assessing students’ work
e organizing and running specialist courses
* attending social events
e Manage and monitor student behavior.
e Preparing and conducting tests.
* Presenting educational videos
Jan 2014 — Independent Electoral Complaint Commission (IECC)/ Zabul, Afg.
Feb 2015 Admin and Finance
« Entering financial vouchers in accounting package.
e Reporting monthly report and analyzing of finance
» checking the purchase demand
* Keeping the records for receivables and payables accounts.
e Checking all local travel expenses
* keeping way of budget pipeline
e Maintaining proper record of personnel documentations.
* Responsible for account control and maintenance of records.
« Supervising daily activities of the concerned unit.
e Assisting and cooperation with IEC.
e Cooperating with concerned units regarding internal
evaluations.
Education
2012/04 - Finance / XYZ University, XYZ state, India /

2014/06 MBA

2008/10 - Human Resources / XUZ University, XYZ state, India /

2012/01 BBA

Certifications

2007-2008 English proficiency certificate / Hewad Academy, Zabul,
Afghanistan

Trainings

2017/07 2 weeks long Monitoring and Evaluation training in UNHCR

Office, Kandahar
Achievements

Personal Data

Address

Qalat City, Zabul
Phone

Cell: +93708732961
Email:

shahmshakir@gmail.com

Key skills
Management

Leadership

Effective report writing

Data collection and analyses
Prepare and Conduct trainings
and presentations

Excellent written and verbal
communication

Languages

Pashto 00000
English 00000
Dari [ X N NON@)
Urdu L N _NONON®)

Computer Skills

Operating System

Windows XP,7,8,and 10
Microsoft Office

Microsoft Certified Professional
(MCP)

Graphics Programs

Adobe Photoshop, Corel Draw

Hobbies and Interests

e Computing
o Captain of a football team.
e Graphics Designing

References

e Teacher of the year in 2014 at xyz educational institute, xyz place.
e |mproved office efficiency by updating database in 2015, IECC, Zabul.
® Introduced and implemented modern accounting system in 2016 for XYZ Company.

Available upon request
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shahmshakir@gmail.com Ay Sllsy p 2
www.facebook.com/shahmshakir toe ) S s
@shahmshakir cood) e
https://www.linkedin.com/in/shah-mohammad-shakir-3092b5102/ o) b oSl g
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www.facebook.com/hewad.zabul

45 9AAla
https://www.wikihow.com/

https://www.cv-library.co.uk
https://www.theguardian.com/international

Download from:aghalibrary
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