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Name                 : STELLA 
E-mail                : stella-249561@gulfjobseeker.com  
Nationality        : Nigeria 
Gender              : Female 
Marital Status  : Single 
Visa Status        : Visit Visa 
Visa Expiry 
    : 05/12/2019

POSITION: Computer Operator / Office Assistant 
	 Objective

	Seeking challenging role as a Computer Operator where my proficiency in the application of computer operations will be fully consumed to help the organization reach its objectives with excellence and ease.

	PROFILE 
	· Expert in the installation of various software and other operating programs.

· Skilled in oracle database

· Master in the use of Ms Office Tools: MS, EXCEL, Power point, MS Access

· Skilled in internet application

· Good working relationship

· Ability to work under pressure with consistent excellent results

	Strength
	· Excellent in logic and detail skills

· Ability to perform analytical work

· Excellent in communications and written skills

· Proficient in computer codes language

· Proficient in using the operating systems 

· Diligence and dedication to work

· A good memory and an eye for details

· A friendly, cheerful, and polite attitude

· A strong passion to ensure work satisfaction

	WORK Experience
	Location     : Abuja, Nigeria 
Designation: IT / Computer Operator  
Period         : 4 Years 
Duties and Responsibilities:
· Developed systems which synchronized student’s names with respective accounts and courses.

· Assigned in the monitoring of inputs to ensure that all details are accurate and in place.

· Maintained all students’ accounts from the Freshman to Senior year level.

· Developed computer games for academic purposes.

· Created operating systems.

· Computer Windows  2001-2005-2007-2010 
· Assisted in the efficient daily operations of the computer systems division.

· Planned and carried out daily tasks as directed by management.

· Generated day-to-day reports on operations and repairs, as required.

· Took appropriate follow-up actions on all pending customer queries.

· Reported incidents to the appropriate senior personnel.

· Followed the correct escalation process and procedures in adherence to the department and company policies.

· Ensured that supplies do not fall short below defined minimum requirements.

· Maintained disk, tape and cartridge standards in the library.

· Determined causes of computer errors and propose diagnosis.

· Performed preventative measures and maintenance of all electronic devices related to computers such as keyboards, monitors, dusk drives, etc.

· Assigned in the monitoring of gauges, dials, or other indicators for any errors and malfunctions.


	Education                    
	· Diploma in Computer Nigeria 

· High School Certificate Nigeria 


	 LANGUAGE 
	· English


	dECLARATION
	I would very much welcome a personal meeting with you to discuss your needs and my ability to meet them. My schedule is flexible, and I am available for interviews during the day, evening and at the weekend. Thank you for your time, consideration and forthcoming response

	
	



