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Zala Hagmal

Kabul, Afghanistan | 493 xxx XXX XXX

Zala.hagmal@gmail.com

**Professional Summary™*

Motivated economics graduate with strong analytical
and communication skills, seeking entry-level

opportunities in finance or administration.

**Education**

Bachelor of Economics | Kabul University | 2021 —

2024
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**Work Experience**
Intern, Azizi Bank — Admin Assistant (3 months)

Volunteer — Youth Organization, Event Coordinator (6

months)

**Skills**
- Microsoft Excel & Word
- Public Speaking

- Report Writing

**Languages**

Pashto (Native), English (Intermediate), Dari (Fluent)

**References**
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(4 (puisl) Ay e Sl ge
Dear [Hiring Manager's Name],

| am writing to express my interest in the
Administrative Assistant position at XYZ Organization.
As a recent graduate of Kabul University with
experience in office coordination and data entry, |
believe | am well-suited for this role.

During my internship at Azizi Bank, | developed strong
skills in  Excel, communication, and record
management. | am confident these skills align with the
needs of your organization.

| am excited about the opportunity to contribute to
XYZ's mission and would welcome the chance to
discuss how | can support your team.

Thank you for considering my application.
Sincerely,

Zala Hagmal
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Sample CV — For Fresh Graduates

Full Name: Ahmadullah Ahmadi

Phone Number: +93 70XXXXXXX

Email: ahmadullah.ahmadi@gmail.com

Address: District 4, Kabul, Afghanistan

LinkedIn: linkedin.com/in/ahmadullahahmadi (optional)

€ Education

Bachelor of Economics — Kabul University
2019 - 2023

e Major: Development Economics
e GPA:34/4.0

a» Internship / Work Experience

Finance Intern — Ariana Bank, Kabul
January — April 2023

e Supported daily accounting tasks
e Prepared financial reports under supervision
e Assisted in client account management
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& Skills

e Microsoft Office (Word, Excel, PowerPoint)
o Internet research and email communication
e Data entry and basic accounting

o English (Intermediate — spoken and written)
e Pashto and Dari — Fluent

@ Career Objective

To obtain a challenging position in a reputable organization
where I can apply my knowledge and grow professionally,
while contributing to the success of the team.

W Certifications (if available)

e Google Digital Garage — Fundamentals of Digital
Marketing (2024)
e Coursera — Introduction to Financial Accounting (2023)

2 References
Available upon request
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Sample Job Application Letter (for Fresh Graduates)
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Ahmadullah Ahmadi
District 4, Kabul, Afghanistan
Phone: +93 7OXXXXXXX

Email: ahmadullah.ahmadi@gmail.com

Date: June 28, 2025

To:
Human Resources Department
[Ariana Bank / Company Name]

Kabul, Afghanistan
Subject: Application for Entry-Level Position
Dear Sir/Madam,

| am writing to express my interest in a suitable entry-level position within your
esteemed organization. | recently graduated with a Bachelor’s degree in Economics
from Kabul University, and | am eager to begin my professional career with an
organization like yours.

During my academic studies, | developed a strong understanding of economic
principles and analytical skills. | also completed an internship at Ariana Bank, where
| gained practical experience in finance and customer service. This opportunity
enhanced my ability to work in a team, manage tasks responsibly, and communicate
effectively with clients.

| am confident that my education, combined with my motivation and willingness to
learn, make me a suitable candidate for your team. | am enthusiastic about
contributing positively to your organization and further developing my skills in a real
work environment.

Please find my CV attached for your review. | would appreciate the opportunity to
discuss how | can be a valuable addition to your team.

Thank you for considering my application. | look forward to hearing from you.

Sincerely,
Ahmadullah Ahmadi

Aga ¥ g 3 A5 Jlunly Slwa | oS 543 ¢ g gy AL



(c) ketabton.com: The Digital Library

oJ\SJE&SQﬁJ\A)gﬂ\J

45 S (5 )Sea ) Dl g 98 gma )y oS BN 3 1Y dageus
djj\ 039 é.l.w.n c@yﬂ.@.o

o Coursera: https://www.coursera.org

o edX: https://www.edx.org

o Khan Academy:
https://www.khanacademy.org

o LinkedIn Learning:
https://www.linkedin.com/learning/

o Google Digital Garage:
https://learndigital.withgoogle.com/digit
algarage

o Alison: https://alison.com

o Digiskills () @2 dge0)sS gian — 0buSl)
https://digiskills.pk

o UNICEF Learning Passport §G9¢S6s) (3lasl)
(oWhttps://www.learningpassport.org/
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1. Tell me about yourself.

diug h o ez
I’'m a recent graduate with a degree in [your field]. |
am motivated to start my professional journey.

o ez 4 o 195 Shwo 3 (o Sgd §H18 S 95 0).
2. Why do you want to work here?
T8 08 o 903 G)lse 9

| admire your company’s mission and | want to
contribute to it.

oo Q 4 29 €83 L= < Coygele Sl sth.w
3. What are your strengths?
fgs 4 (o8 b

| am hardworking, a fast learner, and good at
teamwork.

095 )8 i § 09,8 @ 9l (o $395503) 1] ¢ S w0,
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4. What are your weaknesses?

9@3 4515)3}5&,“
| sometimes over-focus on details, but | am learning
to balance better.

ey W5 (o p5S03) 53 cpsS 3558 Wb $biE g e
5. Where do you see yourself in 5 years?

S Unzr oS B 4 ols
In a growing role, adding value to your organization.

59559 eyl 6 (Gll gl (§ hBge Misar 0 4.

6. Why should we hire you?

q.\jl.{f‘v\?‘;l.w\ﬁ.wu Qb t,;ﬁ
| bring passion, fresh ideas, and a strong desire to
learn.

ey 03l (598 L&Soa) > 9l cd)laJ S gl o).
7. Do you have any experience?
HESESE SRS

Yes, | completed an internship at [organization] and
learned practical skills.

S5 03 (2 shlge Jas 9l (S i Bl e s,
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8. Do you prefer teamwork or working alone?

T S9ps 4 Gaas> S (FHs

I’'m comfortable with both and adjust as needed.
(“"f” Jﬁ)l:*-c o« 4> 40 cﬁ) wale ojwjﬂ)\g.),

9. What do you know about our company?

¢L§JJ C)Lnjl.’w -ES OQ\ 4:) L?)b‘ D )34)

| know your company works in [sector] and is known
for professionalism.

Gy g dan 9l 00 Ay [DgiS] > 0ylo) guolies,

10. Do you have any questions for us?
NESEESTIERISIISEY

Yes, can you tell me about the team I'd be working
with?

TS B o 09,S peS A cnblyg i JoS 9

11. How do you handle stress?

TS HIAS aSaS lad
| stay calm, prioritize tasks, and stay organized.
‘AJ«SL;L) daly) 4S5 o) ‘QM 433)5;«@0 o).
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12. What motivates you?

TS95D (S (b 4S
Learning, helping others, and reaching goals.
o) 45 B2 9l cdiunyo 0)S03),

13. Are you willing to relocate?
56y dlggrezr s b Jlasl >

Yes, I'm open to relocation if required.
SBINEPPISITTRELRTEY

14. How do you manage your time?
qd}%la_ﬁ PACERTES

| use a schedule and daily task lists.
poedais 49,8 )Y A o 9l iogllge o,

15. What's your career goal?

F8o 4t v Sl o Liw
To grow as a skilled professional and contribute
meaningfully.

03909 il 9 ol oS Shawa 59k 52 b,
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16. Do you work well under pressure?

St 5SS 4w g Hlad s

Yes, | remain focused and manage time effectively.
e ganail da 39 9l @il 35503 (90,

17. Describe a difficult situation you handled.

$9 83 5SS > (5 05 Ol 4,25 diaigi 032,
During internship, | fixed a report issue and learned
from it.

Qﬁgdﬂ%ft}&p\@jﬂqé)}gbé%jp\a
SVORESL)

18. How do you take feedback?
§ Azl aSis 0y gue b olans!

Positively. | use feedback to improve myself.
Dl Sizany > 4555 4o 4.

19. What are your salary expectations?

CSH) 855 phlas a9
| am flexible and open to discussion.

s 55 G sns ) Bllasil,
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20. What kind of work environment do you prefer?

S Ssas> Jumlz JE Jss psS
Respectful, team-based, and supportive.
dbj«gl:g-_g.?)h S 9 g_S)jM 4@3\3)5 S,

21. Can you explain a project you worked on?

T8 658 S U xS T o 3 st JsS

"Yes, during my studies, | worked on [project name],
where | helped with research and teamwork."

¢ & Oz 5S04 e Gian] 2 9,503 4 o0
W\ EES éd)ﬁ(“:’@ﬁ‘ s,

22. How do you keep yourself updated with industry
trends?

T ke 06 0w 33535J 998 ko 3 O oSS

"I follow online articles, attend webinars, and
participate in workshops."

Qgﬂéﬁjﬁ%gg\ (P gudad dgialw o9 c(o,b) JLQA il o)

psS.
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23. What languages do you speak?

TS et @esS %

"I speak Pashto, Dari, and English."

fjfé_;\} M\g\ (5D (g 0).

24. Are you comfortable working in a multicultural
environment?

T@ o) § 95508 S bl wsl 5 4

"Yes, | respect diversity and enjoy learning from
different cultures."

0,5 03 53953 ghdu 4l 9 ¢§¢\J2>|st S5l 3 0) c9a

P b=

25. What do you do if you don’t know the answer to
a question?

T6sS 43 (5 & DlsS (g S 5 45" admit honestly

and say | will find out and follow up."

05 Q3 40y 93 ) 4 Olss (& @ly o o 4,
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26. How do you balance work and study?
T3l Olgie a3 0,S03) 91 HE

"| create a schedule and set clear priorities to
manage both well."

0 iy o o\g\g.)};-‘).") ‘oSl; ngi:ﬁﬁgj G&b‘ﬁﬁ\ (ol = Us‘t)}n'@"

oS

27. What are your hobbies or interests?

§8s 43 Sl gaien guoliw

"l enjoy reading, sports, and learning new skills."
P93 JsS 03) dghlge S5 9l g )y i) QLS o5,
28. What is your greatest achievement?

Tog 43 (5 49y i dugl olg3 3

"Graduating with honors and completing a successful
internship."
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29. How do you handle criticism?
qgs“’ aSeE o)
"| listen carefully and use it to improve my skills."
095 6 B ol Iy 4 5 015 5 9l ound y9 H9& 4,
30. What makes you a good team member?
Qe gaSardy o
"I communicate well, help others, and stay reliable."

@229 09 3 5l ¢pgS diuns 0w 995 A ¢ éf,}‘ Ao,

# English Question Al gy g
What does success mean .

1 qd‘ﬁ 45 45> b_).g
to you? = i

, How do you stay TS b plaxe 4
organized?

3 || Areyou a leader or a follower? || Son “5@_;«‘@
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# English Question A 93 g

4 || How do you solve problems? T 595 J> a0t (S g

5 || What are your long-term goals?|| s 45 4igdda dlgas 9l b

6 || What makes you unique? S g 45 9y A &5

; Are y(.)u willing to work € 6 Lol
overtime? v

8 || How do you handle conflict? TS J= aSid wladlus|
What do you expect from a

9 you e® Too by 4 (53 oo &
manager? '

10|| Describe your ideal job. o5 dSi3 (63 0id gk o

11| What inspires you? TS59 plgdl b (o ax

12|| Are you applying to other jobs? || §&sS ! oo 45 9is 9,93
What did you learn in

| I TS 03 4t 55 § Osting,
university? T
Do you prefer stability or

14| "0 YOUP Y Sl S Spays Ol

challenge?
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# English Question il g3 gad
o G ol s
15| Describe yourself in 3 words. é“ug i e
0,5,
16 How Would your friends € 95 452 (65 Olims
describe you? i i
17|| How do you prioritize tasks? ey aSGd Cginpeg) 539,85
18| What are your hobbies? TS 43 L gid gidio L
What do you want to learn
19 y f)lee djfoajdt&tub
here? i
20|| When can you start? Tse dsS o0 )8 g as
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@ Nangarhar,Afghanistan

@ (+93) 772893107

Nisarahmadzakhilwal2@gmail.com From UniverSiw tO Employment

e Nisar Ahmad Zakhilwal

A Guide to Entering the Professional
Environment

From graduation to employment, from dreams
to goals — this book is your step-by-step guide
to income, career, and personal growth!".

A Real Start to Your Professional Life

Prepared by:
Nisar Ahmad Zakhilwal
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