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Syed.363261@2freemail.com
PERSONAL SUMMARY

        Seeking a position as a data entry specialist where I can maximize my accurate keyboard skills in a demanding work environment.

To obtain data entry employment in a company that recognizes hard work and reliability as central to successful job performance.
To secure a position of data entry clerk where my organizational and office skills are well utilized.

PROFESSIONAL EXPERIENCE

 SHAPE 



Baba Mobiles-Ramnad,Tamil Nadu,India
Data Entry specialist (Jul 2008 to Feb 2017)
· Perform general data entry using SAP, Microsoft Excel and Word.
· Input data into a variety of computer programs with pace and correctness
· Perform a wide variety of secretarial tasks in support of the business
· Answer phones and create notifications in the system
· Contact with internal and external customers
· review and check applications and supporting documents

· code and process applications into required electronic format
· audit on-line applications for accuracy and completeness

· load information onto prescribed databases

· maintain complete activity logs and prepare reports

· respond to requests for information and statistics
· communicate with applicants telephonically and in person

· provide guidance and information on application requirements

KEY SKILLS AND COMPETENCIES
 SHAPE 



·  Excellent account management skills.
· Ensuring the accuracy and relevancy of all data entered into databases.
	

	· Good numerical skills with the ability to manually calculate costs without error. 

	· Able to accurately describe a products features and benefits to a customer.
TECHNICAL  EXPERTISE
 SHAPE 



Platform   :     Windows 2000/2003/XP/VISTA/WIN 7 

Software   :      Ms Office, Oracle 8.0,VB 6.0



EDUCATION QUALIFICATION

 SHAPE 


Diploma in Multimedia & Animation
IEC Technologies, Ramanathapuram, 2009

BSc (C.S) H.K.R.H College,                   

Kamaraj University, Madurai, 2004
ADDITIONAL QUALIFICATION
 SHAPE 



PERSONAL PROFILE

 SHAPE 



Date of Birth:       


21st Nov 1982

Gender:        


Male
Nationality:        


Indian
Language Known:        

English, Tamil
PASSPORT DETAILS

 SHAPE 



Visa status:



Visit Visa
Visa validate:


10 Jul 2017
DECLARATION

 SHAPE 



I hereby declare that the above information are true and correct to the best of my knowledge and belief.
