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Mohd.
Mohd.356759@2freemail.com  

Career Goal

· In quest of assignments in areas of IT & Computer Applications, Letter drafting & typing (Hindi, English & Urdu), Data Entry, MIS Reports and other computer related activities.
Organisational Association

· Presently associated with Aqua Green Ocean Project Pvt. Ltd. Madan Mohan Malviya Marg, Lucknow, as Computer Operator cum Data Entry Operator since 01, March 2017 to till date.
· Previously associated with Prenit World LLP, Vasant Vihar, New Delhi" as Computer Operator cum Data Entry Operator since 01, April 2015 to 28 February, 2017.
· Previously associated with “Directorate, Samaj Kalyan, Lucknow" in Computer Operator since August 08, January, 2014 to 31 March, 2015.
· Previously associated with “M/s Marg Software Solution, Lucknow" as Computer Operator cum Data Entry Operator since 15, November 2010 to 24th May 2013.
· Previously associated with “SLNA / Directorate of Local Bodies, Lucknow" in JnNURM PMU Cell as Computer Operator since August 2009 to October 2010.
· Previously associated with “M/s Marg Software Solution, Lucknow" as Computer Operator since July 2004 to July 2009.
· Previously associated with “M/s Tanveer Technographics, Bhopal house, Lucknow" as Data Entry Operator since April 2001 to June 2004.
Professional Synopsis

· Over 13 Years of experience as Computer Operator in various organizations
· Over 11 Years of experience in Letter Drafting and typing both in English & Hindi.
· Over 10 Years of experience in on line as well as off line data entry in the software’s.
· Over 1 year of experience in JnNURM / SLNA (Directorate of Local Bodies, Lucknow) as Computer Operator.
	
	
	
	

	
	
	SKILL SET
	

	
	
	
	

	Technical
	
	
	

	Computer Knowledge
	: Computer Fundamentals, IT Applications, Networking, Internet,

	
	Email and different types of Web based applications

	Application Tools
	: Microsoft Office (Word/ Excel/ Power Point/ Access, Front Page,

	
	Pagemaker, Coreldraw, Photoshop etc

	Other tools
	: Urdu-Hindi-English Regional software, Tally ERP

	Operating System
	: Windows 2000/XP/ Vista/Windows 7/Windows Ultimate

	Programming Languages
	: MS Dos, Basic Language, Word Star, Foxbase Plus, Lotus,

	
	COBOL, SSAD etc

	Functional
	
	
	


MIS-Computer & IT Applications

· Networking, Internet, Email etc.
· Online as well as offline data entry.
· Data Entry in Tally ERP Software.
· Good Knowledge of Hindi-English-Urdu Typing.
· Letter Drafting and typing with the help of MS word and MS Excel.
· Good Presentation Skill with the help of MS Power Point.
· Good knowledge of MS Excel and its various formula based applications.
· Using VLOOKUP, HLOOKUP, INDEX, MATCH in Excel to interrogate data tables.
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Online/ Offline MIS through Online software modules.
Project Assignment Detail

Jawaharlal Nehru National Urban Renewal Mission ¼ JNNURM/UIDSSMT/UIDSST ½

Organization



: State Level Nodal Agency (JnNURM), Uttar Pradesh

Tools



: Microsoft Word, Excel, Power Pont Presentations, Access

Others



: Letter Drafting & Typing, Data Entry, Email, Internet etc

Duration



: August 2009 to October 2010

JnNURM “Reforms driven, fast track, planned development of identified cities with focus on efficiency in Urban Infrastructure/ Services delivery mechanism and accountability of Urban Local Bodies ULBs/ parastatals toward citizens.

There are two schemes under JnNURM namely UIG & UIDSSMT. UP has 7 Mission Cities under UIG namely (Lucknow, Kanpur, Allahabad, Varanasi, Meerut, Agra and Mathura) and 46 Districts are under UIDSSMT.

Contribution:

· Letter Drafting & typing (Hindi & English)
· Use of different types of web based application like Email, Website, Internet etc
· Online as well as offline Data entry for various assignments.
· Financial application activities with the help of MS Excel.
· Different types of JnNURM progress report generation.
Academia

· Diploma in Computer and Multilingual DTP from National Council For Promotion of Urdu Language in October 2002
· Post Graduate Diploma in Computer Application (PGDCA) from Uphar Gramodyog Samiti Lucknow (Sponsored by Ministry of Welfare, GoI) in February-1998
· M.A. From Kanpur University in 2004.
· B.A. From Lucknow University in 1998.
· 12th  From U.P. Board Allahabad in 1994.
· 10th (Science) From U.P. Board Allahabad in 1991.
	
	
	
	Personal Dossier
	

	Date of Birth
	:
	10th June 1976

	
	
	

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	Sex
	:
	Male


