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 YOUSAF                                                  
Yousuf.359809@2freemail.com
Personal
Profile:

. Male  36, Single

Nationality:
. Pakistani

Objective /Strength & Skills 

A numerate Data Entry Clerk who has a proven ability to enter names, addresses, statistical information, business information, account numbers and other data. Anthony has superb typing speed, excellent attention to detail and is able to juggle a variety of tasks whilst maintaining exceptionally high standards of work & eligibility. He can manage individual workflows effectively, improve processes when necessary, and has a willingness to learn from more experienced administrators. He has previous experience within a busy, target orientated office environment, and will always show initiative and commitment to his employers goals. Right now he would like to work for a friendly and exciting company that is looking for a capable Data Entry Administrator who can reflect their values of excellence & quality.

Work Experience

Apr.15 2013 

to date
               
Pak Photocopy & Graphics Center as Data Entry Operator

Responsible for the input and maintenance of data within the company database. Also in charge of processing large volumes of orders and responding to any enquiries regarding records.

· Ensuring the accuracy and relevancy of all data entered into databases. 

· Sorting and processing invoices from suppliers.

· Highlighting any discrepancies in data to senior managers. 

· Answering the phone, fielding and diverting calls.

· Entering sales data, market survey information and personal information into computer databases.

· Checking the work of other data entry operators. 

· Handling confidential information in line with the firm's data security protocols.

· Performing data review and clean-up processes. 

· Cross referencing data to ensure its accuracy and completeness.

· Scanning forms and sorting the information on them.

May.05 2007 TO Mar. 05, 2013

MIDAS Communications as Data Entry Operator

Responsible for all ad-hoc Data Entry Operator duties i.e. running errands, greeting Visitors, petty cash etc. Also involved in providing backup to senior office staff on all large scale administrative projects.

· Entered, checked and amended records. 

· Assisted in testing data entry screens/menus. 

· Received and distributed incoming mail and materials. 

· Updated customer and client contact lists.

· Welcomed and greeted visitors to the office. 

· Answered the telephone and passed callers onto the relevant people.

· Drafted routine correspondence and dispatched letters.

· Input supplier invoices onto Sage and ensured ledgers were up to date.

· Prepared high quality general admin paperwork and documentation.

· Made travel arrangements & organized accommodation for senior managers. 

FEB.02 2004 To Feb. 02, 2007
Interlink Advertising (Pvt) Ltd as Data Entry Operator

Responsible for providing support to the administrative staff by accurately inputting data into a database system so that accurate reports could be produced.

Duties

· Inputting information and files into a system within the agreed timescales, and in an accurate and diligent manner.

· Able to work quickly, accurately and to deadlines. 

· Reviewing all data entered to ensure its accuracy.

· Correcting data contained in automated systems.

· Promptly responding to inquiries regarding any data entered. 

· Upload wording, contacts and financial data.

· Designing new spreadsheet and manipulating old ones so that new data fields can be created.

· Ensuring the integrity of all databases.

· Monitoring and reporting on the accuracy and timeliness of data transfer. 

· Answering the telephone, taking care of post and franking the mail.

JAN.01 2002 To Dec. 30. 2003

Mangat Printing Press as Data Entry Operator

Responsible for entering statistical information into a computerized database systems, and for also providing back office support to the admin team.

· Transferring data onto online order forms. 

· Searching records for missing or outstanding documents.

· Inputting and retrieving alphabetical and numerical information in prescribed format.

· Reviewing the quality of any data that is being entered. 

· Maintaining accurate records of activities & work completed.

· Accurately updating databases. 

· Performing name and number searches.

· Generating and printing out statistical reports.

· Identifying and correcting paperwork & electronic errors.

· Answering telephone calls and dealing with enquiries. 

· Designing and generating data tracking tools.
KEY COMPETENCIES AND SKILLS

Data Entry

· Extensive experience and knowledge of MS Word and other specialist data entry software. 

· Having a typing speed over 60wpm.

· Inputting both text data and also numerical data. 

· Interpreting complex information. 

· Fully aware of data confidentiality issues. 

· Handling all confidential information in a professional manner.

· Knowledge of specialist data entry software and automated systems.

· Strong commitment to performing and producing at the highest level of quality at all times. 

Professional

· Excellent spelling and grammar skills.

· Experience of SAP and general administration duties.

· Able to articulate progress, challenges and potential solutions.

· Can work well in a team.

· Ability to multi task and priorities daily workload.

· Experience of working within a target driven environment.

· Active team member with self-drive and motivation. 

· Able to accurately use office equipment such as printers, multi-line phones, fax machines.

EXTRA SKILLS

Trained in Hardware and Software troubleshooting and Local Area Networking making cables self

ACADEMIC QUALIFICATIONS 

Matriculation                 
Govt. High School Malakwal District Mandi  Bahauddin Punjab Pakistan

F.A                                

Govt Inter College Malakwal District Mandi Bahauddin Punjab Pakistan       

Diploma in Surveying    
Punjab board of technical education Lahore Pakistan 

Diploma in Draftsman    
Punjab board of technical education Lahore Pakistan

D.I.T

TMF School of Information Technology Ibn-e-Sina Road G-10/2 Islamabad.

Networking Diploma      
Nobel Computer College Sarafa Bazar Mandi Bahauddin.

PROFESSSIONAL QUALIFICATION 

· Adobe Photoshop CS 5,6.
· Illustrator CS 5,6.
· In Design CS 5,6.
· Adobe Premiere CS 5,6.
· Adobe After Effect CS 5,6.
· Corel Draw X3.
· In page Urdu 2004.
· AutoCAD 2004, 2006.
· 3D Home Architect.

· Ms Office (Excel, Word, Power Point).  
· Typing Speed 70 WPM

Language  

English, Urdu

References   

Will be furnished on demand 
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