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Qasim 
Data Entry Opearator (3 year’s experience)
Kohat KPK, Pakistan
Email add:  qasim.370800@2freemail.com
Notice period: immediately
Salary: negotiable
Career Highlights:
Data Entry operator at Babu Real Estate & Builder’s KPK Kohat Data Entry Operator at Haier Electronic, KPK Peshawar


(2.8 years)
(3 Years)
Career Objectives:
To join a reputed organization in order to provide innovative and quality work at a challenging position to apply and utilize my skills as a great resource for the organization and for my professional career.
Work Experience:
	BABU Real Estate & Builder’s
	(January 2011 – September 2013)

	Designation
	Data Entry Operator

	
	
	
	

	Major Responsibilities
	

	
	
	
	


· Inputting customer and account data from source documents within time limits
· Compiling, verifying accuracy and sorting information to prepare source data for computer entry
· Reviewing data for deficiencies or errors, correcting any incompatibilities and checking output
· Research and obtain further information for incomplete documents
· Scan documents and print files, when needed
· Keep information confidential
· Ensure proper use of office equipment and address any malfunctions
· Generate reports, store completed work in designated locations and perform backup operations
	Haier Pakistan
	
	(January 2014 – February 2017)

	Designation:
	Data Entry Operator

	
	
	

	Major Responsibilities
	


· Responsible for the daily start-up and nightly shutdown of the IT system.
· Having regular weekly meetings with departmental heads and bringing to their attention any issues of concern.
· Resetting computer passwords.
· Answering questions from other staff members on IT issues.
· Prioritizing and scheduling daily workloads.
· Carrying out all clerical related duties.
· Reviewing output data for accuracy and completeness.
· Preparing paper stock for printers.
· Maintaining a neat and orderly work area.
· Assisting in long-term planning for the IT department.
· Operating and maintaining computer associated peripheral equipment
Academic Qualification:
	Degree Name
	Institute
	Session

	
	
	

	Bachelor in Art’s
	AL-kher University AJ&K Pakistan
	2014-2016

	
	
	

	D.Com-Accounting
	BTE Peshawar KPK Pakistan
	2008-2010

	
	
	

	SSC(science)
	BISE Kohat KPK Pakistan
	2007

	
	
	


Additional Courses:
IOSH Managing Safely
Institute of Occupational Safety & Health United Kingdom.
1 Year Diploma in Information Technology
Skill Development Council Peshawar KPK Pakistan.
3 Months Diploma in Auto Cad 2D/3D
Skill Development Council Peshawar KPK Pakistan
Achievement’s
· Volunteer at Preston University Pakistan
· Volunteer at Human Appeal International Pakistan
· Volunteer at Women Chamber Of Commerce and Industry Pakistan (Islamabad Expo 2012)
Key Skills and Competencies
Professional
· Good general knowledge of IT.
· Ability to pick up new skills quickly.
· Effective verbal and written communication skills.
· Willing to work on a shift basis.
· Customer Service Representative Skill.
Personal
· Willing to work extended hours when needed.
· Always punctual and on time.
· Committed to continuous personal improvement.
· Excellent interpersonal and customer interface skills. Reliable and dependable.
.
Linguistic Skills:
Can read, write and speak English, Urdu and Pashto.
Personal Details:
D.O.B
Marital Status
Nationality
Religion
Typing Speed
Place of Birth


1991-Dec-12
Single
Pakistani
Islam
50 WPM
Kohat, KPK Pakistan
Reference: Available on demand.
----------Thank You----------
