 



        RESUME
Matta 
Objective
Seeking a challenging assignment in a progressive organization to learn and excel in my career. 

Looking for challenging positions in Admin/ Operational Support/ Customer Service

Data entry Operator or any other similar position
Education
· Bachelors in Science
 






2000

Osmania University, Hyderabad, India 
· Post Graduate Diploma 






2001

NIIT, Hyderabad, India
Technical Skills
· MS-Office
· Data entry skills

· Numeracy skills

Core Competencies

· Communication skills

· Accuracy

· Customer service skills

· Problem-solving

· Honesty

· Reliability

· Flexibility

Work Experience

· Services 




Sep 2008 to Dec 2012 
Data Entry Operator

Job Duties:

· Enter the accurate data as per the requirement. Aim for 95% accuracy.
· Perform data entry of   both alphabetical and numerical data.

· Maintains filing systems and departmental records.

· Handle front office as and when required.

· Performs other general clerical/admin functions as required

Personal Details

Marital Status     
   :    Married

Languages to Known     :    English, Hindi, Telugu
Nationality                     :    Indian

Religion                         :    Hindu
Date of Birth                  :   14-06-1978
Visa Status

  : Visit Visa 
Matta 
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