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Data Operator with 2 years of Experience

Visit Visa
OBJECTIVE

To obtain a challenging job in a reputable and established organization, which provides definite career path and opportunities for professional growth.

DUTIES & SKILLS

· Ability to compare names and numbers rapidly and accurately to complete work assignments.

· Knowledge of basic database management capabilities and practices to access, insert, and update.

· Ability to follow sequences that may require some selecting, coding, and interpreting of data.

· Skill to key data accurately compared to a group average or an average rate of 9,000-12,000 key strokes.

· Ability to read and comprehend written materials (e.g., emails, correspondence, instructions, memos, reports, regulations, policies) in order to apply information and determine appropriate courses of action.
· Ability to operate key entry machines (e.g., 10 key keypad, 10 key calculators) and similar equipments and other data processing equipment to enter data.
· Ability to establish and maintain effective working relationships with staff in order to facilitate a productive work environment.
· Ability to read and comprehend written materials (e.g. departmental codes & regulations, legal guides & references, memos & letters) in order to apply information and determine appropriate courses of action.
· Ability to maintain complete confidentiality of all records and information accessed during processing of the work.
EXPERIENCE

· Institute of business and technology

           Designation:  Admin officer 

           Duration: (Total Tenure 1year & 2 months)
· Degree Sugar Mills Private Limited

           Designation:  Computer Operator 

           Duration: (Total Tenure 9 Month continue)

LANGUAGES

· English 

· Urdu

· Hindi

PERSONAL INFORMATION

· Date of Birth: 01 Dec 1992
· Nationality:Pakistani
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