FIROZ 
firoz.347550@2freemail.com
Aspiring for middle level assignments in Computer Operator/Data Entry operator with an organization of high repute preferably in Automobile/ Restaurant industry

Synopsis
· A competent professional with over 4 years of experience in Computer Operations, Data Entry Operations, Troubleshooting and Computer Maintenance 
· Currently associated with Tenova India Pvt Ltd, Bangalore as Computer Operator   

· Proficient at monitoring and managing the mainframes, networks and work-group servers

· In-depth knowledge of technical methodology, security principles and practices

· Deftly resolving user problems by answering questions and requests

· Conversant in identifying, reporting, coordinating, and documenting system abnormalities

· An effective communicator with good presentation, problem solving and analytical skills

Areas of Expertise

· Determining sequence of operations by studying production schedule

· Preparing equipment for operations by accessing software in computer; loading paper into printers and plotters; preparing for output

· Starting operations by entering commands

· Maintaining operations by monitoring error and stoppage messages; observing peripheral equipment; entering commands to correct errors and stoppages; reloading paper; making adjustments in process; notifying supervisor for additional resources

· Ensuring operations of equipment by completing preventive maintenance requirements and tests; following manufacturer's instructions; troubleshooting malfunctions; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques

· Maintaining supplies inventory by checking stock to determine inventory level, anticipating needed supplies; placing and expediting orders for supplies and verifying receipt of supplies
· Typing speed of more than 40 words per minutes.

· Good at maintaing accurate records and using pertinent software applications.
Work Experience



Tenova India Pvt Ltd,Bangalore



     Computer Operator



       Oct’14 - Till Date
                                  R.S.B Transmission Ltd,Chennai
                                         Data entry operator

                                        Aug’2011 to Sept’2012

       Anjuman Contruction, Bangalore
                Computer Operator
                 Jan’13 to Aug’14
Key Result Areas:

· Carrying on client confidence and protecting operations by keeping information confidential

· Contributing to team effort by accomplishing related results as needed

· Administering general computer operations

· Executing basic computer maintenance and troubleshooting

· Accountable for installation and updation software as per directions

· Completing basic office related tasks including correspondence, photocopying and record keeping                

· Comfortably doing two or more tasks at the same time without compromising quality of work

· Performing clerical & customer services tasks effectively

Education
· Diploma in Computer Accounting from Tally Academy Sakchi, 
· XII from JAC, Ranchi, Kashi Sahu Collage in 2011
· X from JAC, Ranchi, SS High School Gamharia in 2007
IT Skills
· Well versed with:

· Ms Office Suite & Internet Applications

· Adobe Photoshop
Personal Details

Nationality: 

Indian
Marital Status:  

Unmarried
Languages Known: 
English, Hindi and Urdu
Passport Details
Core Responsibility & Duties
· Leading, guiding, and coordinating others (staff members) and operating within a pre-defined time and budget and utilization of resources to make the environment of company easier from top to down.
· Monitor and manage the operations of all the host computer systems and Hardware and as well as peripheral devices.
· Troubleshooting hardware device (means Proficient in troubleshooting techniques) and software processes.
· Able to work closely with data entry operators and help desk staff to coordinate strongly giving company an accurate timely computer processing cycles.
· Maintain a detailed understanding of the job processing requirement and data flow for all the application system.
· Able to configure the software of all the computer system and having sound knowledge of them.
· Maintaining a working knowledge of systems commands, subsystem.
· Configurations, and job control.
· Closely monitor billing and financial systems as well.
· Able to maintain and manage computer processing logs and documents and assisting in the maintenance of all run and procedures manuals for computer operations.
· Responsible for performing decollating and bursting operations of all reports and forms.

