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Curriculum Vitae
NAJMA 
E-mail : NAJMA.346798@2freemail.com 

OBJECTIVE:
To obtain a suitable position wherein my skills, experience and talents can be utilized to their maximum potential, thus making me an outstanding performer on the job. 
WORK EXPERIENCE:
· Worked as a Data Entry Operator from 02/01/2009 to 31/12/2012 in Akshya E Kendra at Wayanad, Kerala, India. 
· Currently working in Fathima Group of Companies-Telecom Division accounts department as Data Entry operator.
EDUCATIONAL QUALIFICATION:
· Higher Secondary

COMPUTER SKILLS AND COURSE ATTENDED:
· Tally, SAP and Peachtree Accounting System 
· NCET (Computer Teacher Training Course)

· DTP Typing Course 

· Intel Computer Learn Technology and Entrepreneurship Certificate
· Microsoft excel, word and power point.
· Communicative English Course.

PERSONAL SKILLS:
· A Good Speaker, Reader and Writer in English.

· Confident of Handling work pressure adequately

· Hard worker willing to achieve my work goals

· The Ability to adapt to conditions.

· Enjoy the work and the spirit of cooperation and assistance.

· Desire in the continued development of my skills.

· Self Confident, Sincerity, Punctuality 
· Good Team Spirit 
· Responsibility in duty. 
· Dedicated person.
PASSPORT DETAILS: 
Date of Issue 


:
12/08/2014
Place of Issue 


:
Kozhikode 

Date of Expiry 

:
11/08/2024
LANGUAGES KNOWN:
· English 

· Malayalam 
PERSONAL DETAILS:
Nationality 


:
India 
Date of Birth


:
20/09/1992
Gender 


:
Fe Male 

Marital Status
 

:
Married  
Religion 


:
Muslim 
Visa Status 


:
Residence Visa (Transferable)

DECLARATION:

I hereby declare that, the above details given by me are true to the best of my knowledge and belief. I am applying for the position that would fit to my qualification. I will do my duty to the best of my ability.
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