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CAREER OBJECTIVES:   



To work with an organization this will provide good conceptual environment 

Performance based work culture and to utilize my knowledge and skills in the best 
possible Way.
ACADEMIC QUALIFICATIONS:

· B.Sc (Computer Science) from Sri Vaishnavi Degree College Rajampet, Affiliated to SV University, Tirupati, A.P,  Secured 63%
· Intermediate (M.P.C) from S.S.S Junior College Rajampet, Affiliated to Board of Intermediate Education, Hyderabad, A.P, Secured 65%
· S.S.C from Sri Chakra High School Rajampet, Affiliated to Board of Secondary Education, Hyderabad, A.P, Secured 75%
COMPUTER CERTIFICATES COURSE:
· MS OFFICE 
· TALLY

WORK EXPERIENCE:

· Worked in VIDYASADHANA DEGREE & PG COLLEGE, Kadapa as a Computer Operator from June 2010 to April 2014.

· Worked in VR MARKETING., Hyderabad as a Computer Operator cum Administration Assistant from May 2014 to till date.

.
DUTIES AND RESPONSIBILITIES:
· Responsible for operating all computer and auxiliary equipment. 
· Prepare and send outgoing faxes, mail, and courier parcels.

· Forward incoming general e-mails to the appropriate staff member.
· Code and file material according to the established procedures.
· Provide secretarial and administrative support to management and other staff.
· Operation of computer and auxiliary equipment is observed. 
· Responsible for preparation of equipment for operation. 
· Prepare, compile and sort documents for data entry.
· Check source documents for accuracy.
· Verify data and correct data where necessary.
· Update data and delete unnecessary files.
· Combine and rearrange data from source documents where required.
· Enter data from source documents into prescribed computer database, files and forms.
· Transcribe information into required electronic format.
· Scan documents into document management systems or databases.
· Check completed work for accuracy, Store completed documents in designated locations

· Maintain logbooks or records of activities and tasks.
· Respond to requests for information and access relevant files.
· Print information when required, Comply with data integrity and security policies.

· Use computer word processing, spreadsheet, and database software to prepare reports, memos, and documents.
· Accurate interpretation, compilation, and entering of data in the computer system.

· Proper analysis and verification to ensure data integrity.

· Storing correct information in the desired database locations.

· Completion of the required task within the desired deadline.

· Manage additional responsibilities including troubleshooting, file back-ups, regular updating, and retrieval of data, as and when required.

· Maintain confidentiality regarding the information being dealt with.

SKILLS:
· Having 4.7 years of experience in the same field. 

· Able to read and understand the instructions and information presented in writing. 

· Ability to communicate ideas and information in speaking. 

· Able to understand the problem with program or computer.
·  Excellent communication and writing skills. 
· Data analysis and interpretation skills.

· Computer management skills.

· Speed and accuracy with attention to detail.

· Ability to meet deadlines.

· Typing skills: 40 w.p.m. English. 
COMPUTER SKILLS:  Proficient with

· Operating systems - Windows 8, Windows XP, Windows 7, Windows 2000,                Windows vista, Windows 2003.
· Packages - Microsoft Office, Internet Applications.
· knowledge of Tally 7.2 
STRENGTHS:


· Ability to work in group as well as an individual.

· Open for learning, fast learner.

· Carry out activities in a planned way.

· Possess hard working capabilities.
PERSONAL PROFILE:

             Date of Birth
: 
09-06-1990.

             Gender                             
:           Male.

 Religion                            
: 
Hinduism.

             Nationality                        
: 
Indian.


             Marital status                    
: 
Single.

             Languages Known           
: 
English, Telugu & Hindi.
