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	OBJECTIVES:


	         Skilled and accomplished Computer Operator with extensive knowledge of operating Data Processing Systems. Seeking the position of a Computer Operator where my skills and abilities will be utilized for the Development of the organization.


	PERSONAL STRENGTHS: 


	· Excellent communication, interpersonal, organizational, and leadership skills. 

· Exceptional versatility with the ability to manage multiple tasks in a pressured environment. 

· Dedication and drive as a hard-working individual. 

· Excellent written and oral communication skills. 

· Excellent time and task management skills. 

· Strong computer skills and expertise in all dimensions. 

· Able to work independently and self-motivated. 

· Ability to work with diverse individuals and groups. 

· Determined and goal oriented.

	EDUCATIONAL BACKGROUND:
· Graduation (B.A)

           Sargodha University, Pakistan.                                         2016
· D.A.E                                                  Punjab Board of Technical Education Lahore.                 2011
· Matric.  (Science)                            Rawalpindi Board, Pakistan.                                             2008

	PROFESSIONAL QUALIFICATION:
· Certification in Microsoft Office.

· Pakaims Computer College, Chakwal, Pakistan.

· Certification in Graphics & Web Designing.

· Micro Computer Professionals, Chakwal, Pakistan.

· Certification in AutoCAD Draftsman.

· Skill Development Council, Chakwal, Pakistan.



	PERSONAL INFORMATION:
1. Marital Status:


Single.

2. Nationality:


Pakistani.

3. Age:


             24 Years



	WORK EXPERIENCE:

· Working as Computer Operator at Pakaims Computers & English Language Centre, 
 Chakwal, Pakistan, from 2013 to Present…

· Served as DATA ENTRY OPERATOR in EYEDAS SOCIETY (iNGO) at Chakwal (The Project of PLAN PAKISTAN) for Official correspondence and maintaining office records from 2011 to 2013.

	SKILLS IN COMPUTER:
Highly skilled in the field of I.T especially in;

· Computer Fundamentals.

· Short Hand Course.

· Adobe Photoshop.

· Microsoft Office XP 2007.

· AutoCAD 2D & 3D

· Office & Accounts Management.

· Computer Hardware 

· Typing Speed (35 WPM)
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