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OBJECTIVE
Seeking Clerk cum Typist and Data Entry Operator – Desktop Publisher. To be a Clerk Typist at an organization, exceptional knowledge of Computer applications, fast and efficient typing speed and organizational abilities that will be helpful in contribute to the development of the organization with impressive performance.
EXPERIENCE

· Worked as Data Entry Operator – Clerk cum Typist and Desktop Publisher with Digitech Park, Kerala – India (2006 to 2014)

[Manage Page layout, design, format and style, perform word processing duties for manuscripts, letters and proposals, Job Typing, prepare documents for printing]. 
· Worked as Data Entry Operator – Clerk cum Typist  with MS Computers, Bangalore – India  (2001 to 2002)

[Performed data entry-alpha and numeric data entry to add new records, verify, correct, edit, and change and Utilized scanner, copier, telephone, fax machine, and printer to perform tasks]
EDUCATION

Passed Three Year Diploma Computer Science and Engineering (SIVT) [2003- 2005]
[With Apostille Attestation)

Pre-Degree Examination (University of Calicut) [March 1996]
Passed Secondary School Leaving Certificate Examination (March 1993)

TECHNICAL EXPERTISE
· Microsoft Professional Exam (MCP) Microsoft, 01-Dec-2003,

ID 3079437, ExamNo. 070-210, SiteID-46459, Reg:207580506
· Passed Computer Word Processing Higher   
(Board of Technical Exam Govt. of Kerala) Sept. 2002
· Passed Typewriting English Higher   
(Board of Technical Exam Govt. of Kerala) Feb. 1999
· Passed Typewriting Malayalam Lower 

(Board of Technical Exam Govt. of Kerala) Feb. 1998   
· Certificate course in Computer & Desktop Publishing (DTP), 
(Kerala State Audio-Visual) March 1998

· Knowledge in Driving LMV & MVD 
(Indian Driving License No. 10/1421/2003), Date: 07/05/2012.
SKILLS
Tremendous Typing Speed in English (above 75 wpm) and Arabic Typing. Desktop publishing skills (Design/typesetting/illustration), experience MS Office, PageMaker and various clip art graphic packages. 
High aptitude for learning new software applications. Word processing and editorial services to a wide range of clientele. Proficient with Internet web surfing.
Advanced knowledge of computer hardware and software. Ability to work with different types of operating systems. Perform preventive maintenance by installing prudent software and hardware. In depth knowledge of LAN, WAN and MAN technologies
Computer Keyboard & Typing Skill

English, Malayalam and Arabic, 
Efficient and accurate typist – Typing speed : above 75 W.P.M
PERSONALITY TRAITS
Warm, friendly and engaging personality

Outstanding loyalty and commitment to the customers

Ability to work hard and smart
Able to perform other clerical duties as needed

Languages known

SPORTS & GAMES
Playing Football 
