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🔹 Contact Details 

📞 +92 318 9968161 | ✉️ safikhan056@gmail.com | 🌍 Pakistani

🔹 Personal information
Name: Safi Ullah
Telephone: +92 318 9968161
Email: safikhan056@gmail.com
Nationality: Pakistani
Date of birth: 10 April 2004
Marital status: Unmarried

🔹 Job applied for
Computer Operator / Graphic Designer / Office Assistant

🔹 Work experience
Computer Operator
February 2020 – August 2026
· Accurate data entry, updating, and maintenance of digital and physical records
· Preparation of official documents, letters, reports, and spreadsheets using MS Word and Excel
· Operation of printers, scanners, and photocopy machines for daily office work
· Organization and management of filing systems for easy document retrieval
· Verification of data accuracy and correction of errors
· Administrative and clerical support to office staff
· Basic troubleshooting of computers and office equipment
· Strict compliance with deadlines and quality standards
Graphic Designer
January 2023 – August 2025
· Design of logos, flyers, posters, banners, and social media content
· Development of branding materials according to client and organizational requirements
· Application of typography, color theory, and layout principles
· Use of Adobe Photoshop, Illustrator, CorelDRAW, and Canva
· Preparation of print-ready and digital design files
· Client coordination, revisions, and finalization of designs
· Management of multiple design projects simultaneously
Document Controller
January 2024 – August 2026
· Control, organization, and archiving of official documents
· Maintenance of document version control and proper labeling
· Ensuring confidentiality and security of sensitive records
· Coordination of document flow between departments
· Support during audits and inspections
Salesman
· Customer assistance and product handling
· Maintenance of professional customer relations
Security Guard
· Monitoring and securing assigned premises
· Reporting incidents and ensuring safety procedures

🔹 Education and training
FSc (2nd Year)
Buraq School & College System, Bara Khyber — 2024
Matriculation
Government SFH Cantt No. 4, Peshawar — 2022


🔹 Personal skills
▪ Communication skills
· Clear verbal and written communication
· Customer service and client handling skills
· Ability to work in multicultural environments
▪ Organisational / managerial skills
· Effective time management and task prioritization
· Strong attention to detail
· Teamwork and independent working ability
▪ Job-related skills
· Data entry and record management
· Printing, scanning, and photocopying
· MS Office (Word, Excel, PowerPoint)
· Email and internet handling
· Windows 10 / 11 operation
· Fast typing speed with high accuracy
▪ Digital skills
· Adobe Photoshop
· Adobe Illustrator
· CorelDraw
· Logo and branding design
· Social media post design
· Typography, color theory, and layout design

🔹 Languages
· English – Good
· Urdu – Excellent
· Pashto – Excellent


[bookmark: _GoBack]🔹 Additional information
· Creative, reliable, and detail-oriented professional
· Strong work ethic and adaptability
· Willingness to learn and develop new skills

🔹 References
Available upon request
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