Saifullah Gondal

Mission statement

I am seeking a career in which I can apply my education and skills in translating, interpreting, office management& teaching in high standard environment. I have immeasurable experience in teaching field and have a great mind to understand the students while teaching them. I have acquired very good translating skills from a number of projects in power construction.  I have demonstrated a high degree of professionalism and performance in management and teaching. I am therefore, seeking a position where my skills and education can be utilized, which I am sure, would be mutually beneficial.
	  Personal Information



Name:



Saifullah Gondal

Father’s Name: 

Shan Muhammad

Date of Birth:


10th Feb. 1973

Place of Birth: 

Mandi Bahhauddin (Punjab)(Pakistan)

National ID card No:

34403-4653630-9

Nationality:


Pakistani

Religion: 


Islam

Postal Address:

St 8 House# B-1 /1314 Muslim town Rawalpindi

Permanent Address:
Dera khalloana, post office Rerka Bala, Tehsil phalia, Disst mandi Bahhuddin.

Mailing address:
saifullah.gondal@d-p-s.com

Contact no:


092-0300-5191745

	Educational Qualification


· M.A Arabic & Islamic Studies

International Islamic University, Islamabad

· LL.B. (Hons) Shariah & Law

International Islamic University, Islamabad in 1999

· Bachelor 

Punjab University, Lahore in 1998(private)

· Intermediate 

Board of Intermediate & Secondary Education, Lahore in 1991

· Secondary School Certificate 

Board of Intermediate & Secondary Education, Gujranwala in 1989

	Computer Skills 


· MS Word 2000, 

· Windows

· In page (Arabic, Urdu and English)

· Internet Surfing

· Proven ability to work with computers and use business software applications for word processing. Budgeting and presentations.

	Experience


· Working in Digital processing system Inc as a translator and interpreter into English and Arabic from September 24, 2002 to uptill now.

· During working in the digital processing system I have been working on following sides of translation and interpretation:

· Translation into Arabic and English of commercial leaflets, legal documents, contracts, certificates, technical manuals, computer manuals, training guides, handouts, local authority literature. Other general subjects are considered upon inspection of text. 
· Simultaneous interpreting (English and Arabic). On business planning and different online marketplaces.

· 3 Years experience of working with Qatar Charitable Society (QCS), Pakistan as Incharge Qatar Orphans Center (QOC) Jehlum Pakistan. During this, performed the following duties with QCS according to their satisfaction.

· Teaching duties in the following subjects to the orphans in the Qatar orphan center (Arabic, Islamic studies, ethics, social stuies, Urdu).

· Managed the studies and examination schedule within the center and in the govt institution for the orphans and supervised their educational, psychological and social activities.

· Relieve management of routine personnel, budget, payroll and purchasing duties in the center.

· Gather and prepare information for routine reports.

· Initiate and maintain a variety of files and records.

·  Made routine appointments and arrange conferences and meetings.

· Provide clerical support to the board, including the preparation of the agenda, assembling background materials, and taking minutes of the meetings.

· Recommended organizational / procedural changes affecting administrative activities; supervise, train and evaluate assigned personnel.

· Established the social development programs for the orphans boy &girls.

· Coordinated effectively between the Head office and Jehlum district.

· Organized successful program, seminars and lectures for the welfare of orphan children’s and educated people toward the orphan’s status in the society.

· Participated as representative of QCS in different conferences, meetings and seminars organized by ROZAN, Islamabad Pakistan and QCS.

· Performed the duties of translator and interpreter in QCS. Simultaneous conference interpreting (Urdu, English and Arabic). Business and community, international affairs, human rights.

·  Created a broad-minded atmosphere for the orphan children to think and do independently at home, school and having dealings with the people.

	Languages


Excellent in following languages (reading, writing, and speaking).

· Arabic

· English 

· Punjabi

· Urdu
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