Application

To: 

Dear German Immigration office
From:

Ismail Arya Zalland
Date:

   2021 /8/ 27
Subject:
Applying for the Immigration
To Whom It May Concern:

I would like to apply for the vacant immigration office. Thus, I wish that my qualification meet your requirements and wish to be ranted a chance to have an interview. Once selected for the post I assure my hard working and best performances for my duties and responsibilities. Furthermore, I feel this past experience qualifies me for the position described in your advertisement as I have both the educational and practical experience necessary to do the job. A copy of my C.V is attached for your perusal and hope to hear at feedback from you positively. Supporting documents will be provided if needed.

Best regards,







Ismail Arya Zalland
Objective:
To be associated with a challenging position where my educational qualification and professional skills can be best utilized for organizations, which provides conductive and co genuine environment so as to enhance my capabilities, and pursue my career

PERSONAL:

Name                          :           Ismail Arya Zalland
Father Name

:
Qudratullah
Date of birth

:
4 / 12 / 1998
Place of birth

:
Nangarahar
Gender

:
Male

Nationality 

:
Afghan

National ID No
:
10672844
Religion

:
Islam
Marital Status
:
Married
Address

:
 Shewa-Nangarhar, Afghanistan 

Cell No

:
+93776787548
Email Address
:
ismailarya622@gmail.com
	QUALIFICATIONS
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2018     
:
Graduated from High School ( Tawakal Baba High School)
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2013 - 2014
:
CEL (Certificate in English Language) in DESI( Durukhshan English & Science Institute (Nangarhar, Afghanistan)
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2018 - 2022
:           LLM (Law and Political Science)

[image: image4.png]



2019 - 2022   
:
Member of Jessup Community with two certificates of ILSA
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        2015 – 2016    :           Diploma in English Language, English Language Program (ELP)
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     2016-2017
     :
     Certificate in Potential Teacher Training/ Practical Teaching  
                                                Methodology in The American English Language and Computer Center

    2017-2018
     :
     Senior ESL Instructor and Academic Manager at The American English      

                                                Language and Computer Center (AELC),
	COMPUTER SKIL 


· Computer Programs
Ms.Windows

 Ms.Word

 Ms.Excel

 Ms.Power Point

 Hardware / Installation of Windows / Different kind of Software, Languages and Programmers
 Email / Internet / Net working 
 Typing Speed 30 Word per minute  
	Working experiences 


    GOOGLE ENGLISH & SCIENCE INSTITUTE
Main Tasks and Responsibilities
· Providing Information

· Issuing Member Cards

· Entering Data 

· Keeping books in good condition

· Providing Monthly Reports

· Covering the books

· Issuing books

    AL-NASRAT PRIVATE HIGH SCHOOL
As Admin Assistant:
· To carry out administration and human resources management activities as directed

· To ensure proper filing system, documentation and correspondence

· To control distribution and storage of files, contracts and narrative reports for each Department  

· Dealing with all matters of junior staff 

· To maintain admin records and filing system 

· To draft office correspondence

· To record office items belonging to admin department in Admin Inventory system

· To ensure proper dispatch and receipt of documents

· To maintain staff attendance records

· To make sure reports and contracts are properly

· To help the admin/HRM managers with day to day office tasks

· Providing administrative support such as assisting visitors, answering telephone calls, Travel arrangements etc.   

· Making weekly attendance sheet

· Record Keeping & filing

· Day to day management for the office

· Controlling all transports’ oil change on time

· Making Leave-taking forms, transport using form,

· Stationary distribution form, daily expenses forms,

· Lunch expenses forms and many more

· Any other tasks required by Admin and manager
	Awards and achievements


1- A letter from Watan Institute for great performance in teaching
2- Recommendation letter from Shaikh Zayed University law and Political Science office
	Extra Activities & Hobbies


· Playing football and cricket

· Reading good books

· Visiting friends and relatives

· Going on sightseeing trips

· Using internet

	Languages 


A)
Pashto:
Native language good communication skill (read write & speak).

B)        Persian:
Good communication skill (read write & speak)
C)
English:
Excellent communication skill (read write & speak)
D)        Pashai:
V. Good communication skill (read write & speak)
	Reference
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