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Seeking Position as …
SOFTWARE TESTER/ WEB DEVELOPER / DATA ENTRY / IT
OBJECTIVE:




I am seeking to extend my professional boundaries is a challenging position as Software Tester / Web Developer and Data Entry, to pursue a career best suite for my qualification as being Computer Application expert.  Be a part of a well-reputed company and contribute to my overall professional growth and to assist company in attaining its vision.

AREA OF EXPERTIES:

· Superior Operating Technical System
· Security Solutions

· Product Improvement
· Detail Oriented Computer Literate 
· Accounting Management 
· Management Function

· Multitasking
· Documentation/ Filing Management
· Communication Skills Verbal and Written

· Time Management / Deadline Oriented 

· A Keen Learner / Able to grasp in a fast pace
PROFESSIONAL SKILLS:  Computer Literate, Operating System, Windows XP, Windows 7, Windows 8, 
Web designing, Languages, HTML, CSS, Microsoft Office Package

EDUCATIONAL ATAINMENT:

Degree:


Bachelor of Computer Application (3 Year College Degree)

Name ofInstitute:
Murgaon Education Society College of Arts and Commerce

Year:


2014 – 2015

Degree:


Higher Secondary School

Name ofInstitute:
Murgaon Education Society College of Arts and Commerce

Year:


2007-2008

Degree:


Secondary School

Name ofInstitute:
St. Rita’s High School India

Year:


2007-2008

October 1st2014– November30th2014

 (MES) Murgoa Educational Society

(On Job Training) Librarian Data Entry


(GOA India)

Duties and Responsibilities: 

· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions

· Contributes to team effort by accomplishing related results as needed


· Create and modify documents using Microsoft Office

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.

· Collect and maintain PC inventory.

· Support staff in assigned project based work.
· Performed full range of circulation desk procedures using automated circulation system.

· Assure accurate library shelving of books and periodicals by shelf reading and reselling, as necessary.

· Compiles a variety of statistics concerning library usage and book circulation and maintains library records.

· Carries-out interlibrary loan procedure of incoming and outgoing library materials.

· Carries out overdue book recall procedures and figures, collects and records fines.

· Update lists of holding for acquisitions and discarded materials.

· Performs routine repairs on books and other holdings, or prepares them for binding or extensive repairs.

· Handles routine complaints and answers a variety of questions at the circulation desk.

· Answer telephones and provides routine information or refers and transfers calls.
· Maintain periodical collection, as assigned.

· Assists with library program preparation and implementation, as directed.

· Perform related work as required.
PERSONAL DETAILS:


Date of Birth:
04-0 7-1992

Place of Birth:
India

Nationality:
Indian

Language:
English (Read, Write, Spoken)




Hindi (Read, Write, Spoken)




Konkani (Read, Write, Spoken)


Marital Status:
Single


Driving License: 
Yes

Place of Issue:
Panaji
REFERENCES:   Available on request.
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