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POST APPLIED FOR



DATA ENTRY OPERATOR
OBJECTIVE     
To be an integral part of the Organization by focusing on my capabilities, deliver the best out of my potential and play an active role in the growth of the Organization and to utilize my communication, leadership, team building, administrative skills, managerial skills and knowledge, to enable value addition to the business.

EDUCATIONAL DETAILS
· Matriculation from J.A.C, Ranchi in 2010. 
· Intermediate from J.A.C, Ranchi in 2012. 
COMPUTER SKILLS
· Completed one year Diploma in Computer Application (DCA) from APTECH, Jamshedpur in the year 2012 to 2013.
WORK EXPERIENCE 

· Worked in JOHN OIL & GAS LIMITED, as a “DATA ENTRY OPERATOR” from 10th September 2013 to 15th October 2014. 
· Working in SHIV VANI OIL & GAS EXPLORATION SERVICES LTD, as a “DATA ENTRY OPERATOR” from 18th November 2014 to till continues in service. 
PERSONAL DETAILS
· Date of Birth

:
18/12/1995
· Sex


:
Male

· Religion

:
Islam

· Nationality

:
Indian

· Marital Status
:
Un-married
· Languages Known
:
English, Hindi & Urdu
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NATURE OF JOB
· Enter commands, using computer terminal, and activate controls on computer and peripheral equipment to integrate and operate equipment.
Read job set-up instructions to determine equipment to be used, order of use, material such as disks and paper to be loaded, and control settings.
Operate spreadsheet programs and other types of software to load and manipulate data and to produce reports.

· Retrieve, separate and sort program output as needed, and send data to specified users.

· Load peripheral equipment with selected materials for operating runs, or oversee loading of peripheral equipment by peripheral equipment operators.

· Answer telephone calls to assist computer users encountering problems.

· Oversee the operation of computer hardware systems, including coordinating and scheduling the use of computer terminals and networks to ensure efficient use.

· Record information such as computer operating time, problems that occurred, and actions taken.

· Clear equipment at end of operating run and review schedule to determine next assignment.

· Type command on keyboard to transfer encoded data from memory unit to magnetic tape and assist in labeling, classifying, cataloging and maintaining tapes.

PASSPORT DETAILS
· Date of Issue

:
07/10/2015
· Date of Expiry
:
06/10/2025
· Place of Issue

:
Ranchi
DECLARATION

I hereby declare that the information I have given is true and correct to the best of my knowledge and belief. Hope you will consider my C.V. favourably and give me positive response.

Thanking you,

              
   Your’s faithfully

