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	DATA ENTRY OPERATOR
	
	
	

	CAREER SUMMARY
	
	Areas of Expertise
· Data Entry
· Clerical Work
· File Management 
· Documentation 
· Computer Maintenance
· Software Installation 
Technical Expertise
· Microsoft Excel 
· Microsoft Word 
· Microsoft Power Point 
· Coral Draw 
· Adobe Photoshop 
· Windows Operating System 
· Basic Networking & trouble shooting
· Internet Application & Email
· English, Arabic & Urdu Typing 
· Typing Speed 35-40/WPM
Trainings
(Certificate in Office Automation I.T.                (3 Month) from Electrocom Innovations Education Centre Multan (Pakistan).

(MICROSOFT OFFICE training from Bright Scope Institute of Computer Technology Shah Faisal Colony Karachi. 

(Social Network Management & Field work from FDO Pakistan. 



	Data Entry, Clerical and Supervisory Skills delivering. Consistently achieved strong record of Clerical and Data Entry Work, Energized by new challenges.
	
	

	Administrative Abilities
	
	

	I am having proactive personality with excellent communication, presentation and administrative skills.
	
	

	Personal Details
	
	

	Date of Birth
	November 01, 1973
	
	

	Nationality
	Pakistani
	
	

	Languages
	English, Urdu, Punjabi
	
	

	Tourist Visa Expiry
	19-01-2015
	
	

	Educational Qualifications
	
	

	· Diploma in Information Technology (DIT) 
· Intermediate  (Higher Secondary School)
· Diploma in Office Automation 
	· 
	· 

	EXPERIENCE DETAILS

	June 2013 to Nov 2014
The Wisdom School Kahror Pakka Pakistan.
Data Entry Operator
Responsibilities:
· Data Entry of students Admissions and Withdrawals. 
· To manage income and expenditure record. 
· To prepare pay roll and distribution of salaries to staff after approval of Director. 
· To look after dealings with banks and other Govt. departments.
Apr 2013 to May 2013
Farmer Development Organization (NGO)

District Coordinator 

(One month United Nation Development Program UNDP Project about Training of Polling Staff)
Responsibilities:
I have worked as District Coordinator in UNDP Electoral Cycle Support Project for training of polling staff during Election-2013. Core responsibilities were:

· To supervise work of 24 staff members according to the spirit.

· Coordination with election commission representatives and master trainers of UNDP.

· To manage all training venues. 

· To provide Cleanliness, Refreshment, Seating facility and Stationary to the trainees. 

· Preparation of daily activities reports and submission to UNDP office and NGO.  

· About 5000 trainees were facilitated during this session.  
Nov 2012 to Mar 2013
Farmer Development Organization (NGO)

Documentation & Database Officer

(Four months United Nation Development Program UNDP Project Access to Justice about provision of Legal Aid to Poor People)
Responsibilities:
· To keep record and documents of people to whom legal aid provide. 

· Coordination with Lawyers. 

· Preparation of daily activities reports and submission to NGO’s head office.  

· Evaluation of poverty on prescribed Performa.
Dec 2005 to Sep 2012

Market Committee Kahror Pakka (Govt. of Punjab Department) Pakistan.

Computer Operator (Contract Basis)

Responsibilities:
· Assistance to Executive Officer Secretary Market Committee.

· Preparation of official documents.

· Preparation of official letters and correspondence under instruction of executive officer. 

· Keeping record of all incoming and outgoing telephonic calls.
June 2001 to Oct 2005
Sial International Engineers and Contractors 




(Jinnah International Airport Karachi) Pakistan.

supervisor

Responsibilities:
· To supervise company’s all contracts (Parking, Left Baggage and Visitor’s Gallery) at Karachi Airport. 

· To make sure that work is going on according to the instructions of Civil Aviation Authority. 

· To supervise staff works.

· Time to time inspection of Parking and Left Baggage Store areas for loss prevention. 

· To prepare daily reports about staff performance.   

· To collect cash from all recovery points and submission in the company’s account on daily basis and maintenance of its record.


