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PROFESSIONAL SUMMARY

	Experience and expertise in the administration and data entry field. 


	
	· Over 2 year’s & 06 Month data entry and administrative experience

· Highly skilled in operating a variety of office machines and equipment such as computer, fax, scanner and copier

· In-depth knowledge of MS Office applications (Word, Outlook, PowerPoint and Excel)

· Demonstrated ability to use office equipment with a high degree of accuracy and efficiency

· Knowledge of spreadsheet, word processing and financial software (Oracle Financials, Tally and Busy).
· Prioritization and Time management, ability to work on multiple initiatives/requests, understand priorities and deliver.
· Maintain high levels of confidential information.
· Quick Learner and Good Computational Skill.


EXPERIENCE
	05-Jul-15 Till
Present

	Designation: Maintenance super visor 
Process: All machines record 
· Responsible for maintaining the records of machine 
· Responsible for all machines maintenance  
· Responsible for all spare parts  

	01-Jan-14 To
19-Jun-15

	UNICEF (United Nations International Children's Emergency Fund) , New Delhi, Delhi 
Designation: Data entry operator
Process: Child donation and record maintenance 
· Responsible for maintaining the records for child donation
· Responsible for Scanning and faxing necessary documents for maintaining database.

· Responsible for issuing receipt to the donors.

	18-Sep-12  
 to

27-Jun--13
	Tech Mahindra (BPO unit)
Designation: Customer support executive 

Process: Cellular inbound support
· Proven ability to receive over 300+ inbound phone calls every day to existing customers

· Proficient in providing information and sell items over the phone services to clients

· Well versed in identifying customer needs and able to offer a solution quickly

· Expert in using the company’s database software for data entry purposes


	
	

	
	

	Achievements


	
	· Certificate of appreciation for key contributor in Tech Mahindra  team within 3 months of joining. 

	Computer Exposure


	
	· Knowledge of MS-Office, Windows XP/7 and Internet. 

· Worked on major accounting packages like Tally/Busy. 

	
	


ACADEMIC QUALIFICATION 
	2008-2011
	Ch. Charan Singh University  : Meerut (UP), India

	
	· Bachelors Degree in Art (B.A).



PROFESSIONAL QUALIFICATION
	2013-2014
	Al-Ameen institute of Computer Education  : Delhi, India

	
	· 6- Month Certificate in Computer software and technology. 

	2011-2012
	Jawahar Lal Nehru Prashikshan Sansthan  : Saharanpur(UP), India

	
	· 3- Month Certificate in Computer Operating. 


Personal Details

	Date of Birth 
	: 05.08.1989

	Father’s name 
	: Shahid Hasan

	Marital Status
	: unmarried

	Languages known      
	: English ,Hindi & Urdu

	Passport No
	: Valid
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