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Seeking a position in a professional organization position that utilizes my education, skill, energy and experiences to prove in the field of Position of Data entry Operator / Dispatch logistic in charge  and Any other Clerical Position also the invoicing job to enhance the organizational goal as well as my personal growth 
Career Objective

It is my keen interest to find a challenging position with the progressive organization that gives me opportunity to update my knowledge & skills in accordance with the latest trends & to be a part of a team that dynamically works towards the growth of the organization.
Profile at a Glance
· Printing Supervisor offering 11 years of experience in Kingdom of Saudi Arabia (KSA)
· Typist cum Data Entry Operator offering 3 years of experience in Kingdom of Saudi Arabia(KSA).

· Proficiency in Computer.
Personal Skill
· Good leadership quality

· Good communication and Management skills

· Ability to work individually and in groups

· Comprehensive problem solving abilities

Education

· B.A.in Sociology; New College, Chennai; 1993.
· Diploma in Data Base III in Computer, Measi computer academy, Chennai.
· +2: With Accountancy Hameediah higher secondary school, Kilakarai; 1990.
· Type Writing Junior grade in English

· Adobe Photoshop cs 8.0
· Tally ERP 9 2014, CSC. Kilakkarai.
Career Outline

GULF EXPERIENCE:
National Offset Printing Press in Saudí Arabia

Printing Supervisor - Jan 2009 up to Dec 2014
· Supervise and coordinates activities of workers engaged in production
· Assigns personnel to shifts and schedules work hours

· Monitors all presses for output and works to consistently improve speed and reduce waste

· Ensure that all safety procedure are followed and enforces compliance of them

· Coordinates with mechanics for malfunctions of all pressroom equipment
· Complete required reports like evaluation, JO status etc…, 

· Ensure that all pressroom procedure are followed and enforced

· Developing production plan & schedules 
· Arranging resources to ensure achievement of targets.
· Developing processes & formulations for manufacturing products (Costing of products) and establishing process parameters.

· Conducting inspections and rework/rejection analysis and taking various types of tests to enhance productivity.
· Played a key role in the reduction of processing waste.

· Key role in visiting to customers to know their need also going for customer service as well as technical service.
· Set up and monitor all phases of a print job
· Perform audits to ensure quality and quantity specifications
· Perform preventative and regular maintenance on equipment
· Manage shift changeovers in accordance to schedules
· Perform work area maintenance duties
· Assisted in setting up press equipment

· Ensured all raw material needed for a press job is readily available at the time of a job
· Assisted in measuring quantity of ink, colors and paper to be used for a project 

· Monitored the process and provided feedback in the event of a problem
· Proficient with quality control 
Ability to quickly and repeatedly adjust the controls of a machine 
Ability to match or detect differences between colors 
Ability to conduct tests and inspections of products 
National Offset  Printing Press in Saudí Arabia
English Typist and Data Entry Operator-2006 up to 2009
· Worked as a Typist  for type of the various documents in English for the various department.

· Worked as a Data entry operator for entry and  filing the data documents.
                   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.
· Document Management
· 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 database.

·        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.

· Assisting managers with the development and maintenance of data graphs and reports.

· Extensive experience and knowledge of MsWord 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

National Offset Printing Press

Printing Operator-2000 up to Dec 2005

· Worked as a Camera Shoot Operator for make Negative Film for what we need to stripping.

· Worked as a contact Machine Operator for making Positive and Negative.

· Worked as a Plate Maker.
· Worked as the Printing Operator of the 4 Color Web Offset printing machine. 
· Set up and monitor all phases of a print job
· Prepare the printing presses to get print by installing and adjusting the printing plate, inking the presses, adjusting pressure, loading the paper and by adjusting the press to proper dimensions of the paper.

· Responsible for proper adjustment according to ink distribution, temperature and speed

· Responsible for preventing maintenance

· Responsible for maintaining, cleaning and performed minor repairs as needed
· Responsible for other duties as assigned
IT Skills

· Windows 98/NT/2000/XP/vista/windows 7               
· MS Office
· Browsing & Email

· D Base III Plus

· Fast Type writing in English

· Having fine knowledge on Adobe Photoshop
· Talley ERP 9 2014.
Personal Particulars

Date of Birth          :             14 May 1972
Languages Known  :            Arabic, English, Tamil, Hindi and Malayalam

Marital Status
        :             Married
Nationality              :             Indian
            Valid Date of Visa  :             3 Months From the Date of 20th May, 2015
Declaration
I hereby declare that the information furnished here are true to the best of my knowledge and if I were given an opportunity I would deliver the maximum effort that I could exhibit.
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