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___________________________________________________________________________
CAREER OBJECTIVE:
To enhance my skills through passionate, challenging, career oriented and motivational tasks by working in a dynamic environment in pursuit of communication expertise.
Experience 
· 1Year Experience as a CSR. (Customer Services Representative)
· In V Wireless PTCL.

· 2Years’ Experience as a “Data Entry Operator” in UBL Omni.

· 6 Months Experience as a CSR (Customer Services Representative)
· In U FONE Franchise.

· 1 Year Experience as a CSR (Customer Services Representative)
· Warid Telecom Franchise.

JOB PROFILE – CSR. (Customer Services Representative)
· Supervises the installation and maintenance of College telecommunications services and Wide Area / Metro Area Networks 
· Processes work request and provides customer service through the CPCC ITS helpdesk. 
· Coordinates unit’s activities to ensure a smooth flow of operations by setting priorities, establishing goals and assisting in the development and implementation of internal policies and procedures.
· Plans, coordinates and provides input towards the ongoing development of the college network infrastructure for delivery of data, voice, and multimedia services. 
· Plans, coordinates and provides input towards the ongoing development of the college communications plant (LAN, MAN & WAN). 
· Answers and responds to telephone calls, e-mail and other communications that come into the department. 
· Analyzes, integrates and implements Web applications as related to communications. Researches emerging technologies to streamline processes. 
· Monitors and reviews projects to ensure that deadlines and quality standards are met. 
· Consults with outside vendors on all issues related to telecommunications, computers, hardware, software, and related matters. 
· Assigns projects to Telecom Analysts and monitors their work for quality and alignment with the college mission. 
· Serves as consultant to other departments on network infrastructure and telecom hardware and software issues. 
· Acts as backup to Executive Director of Distributed Technology Services as needed during absence. 13. Other duties and responsibilities as assigned.
JOB PROFILE- Data Entry Operator  
· Receives and audits documents/information to be entered.
· Transcribes, enters, and verifies data from a variety of source material including financial, personnel, police and other records or reports; Receives source documents from various departments, public, agencies, etc. and verifies accuracy of material, prior to input. 

· Transcribes selected data into a computer and scans source documents in accordance with specific program instructions.
· Compares transcribed data, as displayed on a visual screen, with the source document and corrects any errors; determines the cause of error message while entering data and makes appropriate corrections.
· Maintains files of source documents or other information (i.e., bank deposit slips, complaint cards, work history, traffic infractions, criminal offense, etc.) relative to data entered.
· Answers phone or assists at counter and provides information, as required; Performs various related functions to insure that the computer is maintained in a neat and orderly manner. 

· Assists in (or performs) the filing and storage of security and back up data files. 

COMPUTER SKILLS
· MS-Office 2003,2007
· Window Installation
· Operating System: Windows NT,XP,Vista,2007
· Email and Internet Operations
· Excellent Typing Skills
LANGUAGE KNOWN
· English
· Urdu
· Punjabi
· Hindi
PERSONAL DATA
	Date of Birth
	
	
	:
	11-10-1990

	Religion
	
	
	:
	Islam

	Nationality
	
	
	:
	Pakistani

	Visa Status
	
	
	:
	Visit

	Marital Status
	
	
	:
	Single
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