	
	


CAREER OBJECTIVE:
Seeking for an interesting opportunity ensuring performance, which lead the reputation on to the high pedestal and contribute to the growth of organization.
WORK EXPERIENCE:
· Computer Operator - Noori Stores, Lalpet, India in period of Jan-2014 to May-2015.
·  Proficiency in Computer Skills for data entry, MS Office and knowledge of Tally accounting software.
· Organizing files and collecting data to be entered into the computer. 
· Analyzing the data for errors. 
· Accurately entering information into various computer programs.
·  Prepare Sales and Purchase orders, Credit Notes and Debit Notes.\
· Preparation and maintenance of varies register like Purchase Register, Sales Register, Journal Register, Debit Note Register, Credit Note Register and Stock Register 
· Preparation of Bank Reconciliation Statements.
· Involved with Stock Checking Process 
· Provide Software and Hardware Support.
· Data Entry Operator – Data Axis Info Solution, Chennai, India in period of April-2012 to June-2013.
· Compiled, prioritized, sorted and processed data from local databases. 
· Input data in an accurate and efficient manner.
· Corroborate data accuracy after performing data entry procedures
· Update records and information in the database
CERTIFICATIONS:
· Tally from MSS Computers Institute
TECHNICAL SKILLS
· Proficient in Office - MS Word, MS Excel
· Working knowledge in Tally.
· Install OS – Win XP, Win 7, Win 8
· Software and Hardware configuration
· Proficient in Internet search for accurate data.
EDUCATION QUALIFICATION:
· MSC Integrated in INFORMATION TECHNOLOGY (2006-2011) from ANNAMALAI UNIVERSITY.
· Higher Secondary Course (12th) from Imam Gazzali Higher Secondary School, Lalpet, in 2006
· Secondary Course (10th) from Imam Gazzali Higher Secondary School, Lalpet, in 2004
PERSONAL SKILLS:
·  Comprehensive problem solving abilities.
·  Excellent verbal and written communication skills.
·  Ability to deal with people diplomatically.
·  Willingness to learn team facilitator hard worker.
PERSONAL PROFILE:
Date of Birth

:
1st May, 1987

Nationality
`
:
Indian
Marital Status

:
Single
Languages known
:
Tamil, English, 




Arabic(Read & Write), Malayalam(able to understand)
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