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                Faisal Najeeb                
                                
                
Administrative, PDFs conversion, mail merge,data entry, fiilable forms, wor...

            
        

        
            


    
            
            Faisalabad, Pakistan

        

        
    
    

   
    
Web development, Admin support, Data entry, PDF to Word, PDF to excel, Data entry in Xero, Mail Merge lables, Mail Merge letters, Listings, Web scrap, Copy Paste, InDesign, Wordpress,...Read moreWeb development, Admin support, Data entry, PDF to Word, PDF to excel, Data entry in Xero, Mail Merge lables, Mail Merge letters, Listings, Web scrap, Copy Paste, InDesign, Wordpress, Power Point Presentations, web uploadings, Excel graphs, charts, dashboards,Fillable form in Word or PDF,



See my proficiencies below in other Admin Work

1.	Fillable PDF or Word form using for web, online etc.

2.	Conversion of PDF document into identical Word or Excel or any format and vice versa

3.	Site development maintenance in WordPress

4.	Data entry or uploading content in WordPress, Woocommerce, e-shopify, Xero, CRM etc.

5.	Programmes

6.	Microsoft Office Suit

7.	MS Excel, MS Word, Publisher, Power Point, Visio, etc.

8.	Web Research (companies, content, files etc.)







For a quick view about me:-



Have worked in GHK DFID international and District Government Faisalabad as Research Analyst. See my profile as well

Career highlights

Lead a district wide Perception survey (education, Health, water & sanitation, CCBS) which is first time conducted in Pakistan 

Worked on strategic operational Plan (SOP, books) of Agriculture, Health and Education

Data entry Specialist/ supervising, proof reading, writing reports, making graphs in excel, presentation in Power point, organograms, Flow charts etc. 

Worked on Master plan of Faisalabad

Developed and issued Monthly Newsletter of District Government Faisalabad. 

Developed Union council profile, given design of database and conclusion reports

Online References on other sites

PDF to MS Word and Excel

Converted the Pdf document into Word and make manual changes as per the requirement of the client

Converted PDF to MS Excel and make manual changes as per the client

Converting PDF file to MS Word document

Mail Merge Labels

Create mail merge labels for the client

Created non editable and copy-able Word file

Exporting Coral draw files

Converted more than 3000 files i-e,Open files in Corel and re-export as new file type using specific Corel settings and re-naming format. A very repetitive job. I was provided pdf file with step by step instructions and export settings.

Sorting and removing duplicates from Excel file

Remove Duplicates from Excel Sheet 





This is just to give you an idea about my expertise; I am also expert in many more. Since if you have some new work for me that is welcome because I love learning things with earning. In fact hard work is my passion.
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                        Wix Website development landing page ecommerce blogs portfolio                    
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                        Work as virtual assistant                    
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                Small change on existing document            

        

                
            
                	by Dave R.
	Posted: 2 Jan 2019
	5



            

        

        

    

    
        



    	
    
        03 Jan 2019
                

    

    
        
            
                
                    Dave R.                

                
                                            
                        City of London, GB                                    

            

            
                
    	
	
	
	
	


            


                

            
            
        
        easy to deal with

            

    








        
        
            
                Move content & styling from Sharepoint public website to Wordpress            
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	Posted: 30 Jan 2018
	7



            

        

        

    

    
        



    
No result found




        
        
            
                Pull data from Excel Spreadsheet            
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	Posted: 12 Oct 2017
	0



            

        

        

    

    
        



    
No result found




        
        
            
                Hello, I need 2 documents-One letter head and one blank formatted form with               

        

                
            
                	by Susan E.
	Posted: 8 Sep 2017
	2



            

        

        

    

    
        



    	
    
        09 Sep 2017
                

    

    
        
            
                
                    Susan E.                

                
                                            
                        London, GB                                    

            

            
                
    	
	
	
	
	


            


                

            
            
        
        Faisal was as helpful as he could be but I think the job would have been suited to someone with strong word skills

            

    








        
        
            
                Mail Merge with CSV            

        

                
            
                	by Zeshan U.
	Posted: 23 Aug 2017
	0



            

        

        

    

    
        



    	
    
        24 Aug 2017
                

    

    
        
            
                
                    Zeshan U.                

                
                                            
                        Waunakee, WI, US                                    

            

            
                
    	
	
	
	
	


            


                

            
            
        
        Great work. Very responsive. 

            

    








        
        
            
                I need a picture converting into a PDF            

        

                
            
                	by Daniel W.
	Posted: 21 Aug 2017
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No result found




        
        
            
                I need a mail merge to create an avery label page from an excel csv file.            

        

                
            
                	by Lee B.
	Posted: 6 Feb 2017
	1



            

        

        

    

    
        



    	
    
        08 Feb 2017
                

    

    
        
            
                
                    Lee B.                

                
                                            
                        Canton, MI, US                                    

            

            
                
    	
	
	
	
	


            


                

            
            
        
        Great Job Smart. Thanks for working even through a tragedy in your family. I would recommend you to anybody wanting merge help.
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	Posted: 6 Feb 2017
	3



            

        

        

    

    
        



    
No result found
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                	Posted: 30 Jan 2017
	100% Positive
	Sold: 3
	0



            

        

        

    

    
        



    	
    
        02 Feb 2017
                

    

    
        
            
                
                    Aleksandra I.                

                
                                            
                        Milton Keynes, GB                                    

            

            
                
    	
	
	
	
	


            


                

            
            
        
        really helpful, tried to help me on so many occasions. Many thanks would def recommend!

            

    


	
    
        22 Sep 2016
                

    

    
        
            
                
                    Joe F.                

                
                                            
                        Toronto, CA                                    

            

            
                
    	
	
	
	
	


            


                

            
            
        
        Great!

            

    








        
        
            
                Data Entry            
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	Posted: 14 Sep 2016
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        15 Sep 2016
                

    

    
        
            
                
                    Howard M.                

                
                                            
                        Altadena, CA, US                                    

            

            
                
    	
	
	
	
	


            


                

            
            
        
        Nice job on a project that was very detailed with a high need for accuracy.
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