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CV NO: 1843866

Objective 
· To seeking a responsible position, where I can utilize my knowledge while contributing to the benefit of the company, can perform and lead with responsibility creative and hard working.

Personal Profile
· Hardworking and dedicated

· Sincere and result oriented

· Can work under pressure with time bound performance

· Easy adaptability to situations

· Good communication and analytical skills

Education qualification:
·  Intermediate (From Board Of Education Larkana Sindhi Pakistan)
Computer skills:
· Diploma in information technology (D.I.T) From Dotcom Institute of information Technology Larkana Sindh- Pakistan
· 3 Months typing course (Syed typing centre larkana, Sindh Pakistan)

· Typing Speed 55 WPM.

Operating System:

Window, XP, Vista, Window 7 & Window 10
Work experience:
· Company
: NADRA (National Database Registration Authority) Pakistan
· Designation
: Data Entry Operator

· Duration
:3 Years

Job Responsibilities:
· Insert customer and account data by inputting text based and numerical information from source documents within time limits.

· Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry

· Review data for deficiencies or errors, correct any incompatibilities if possible and check output

· Apply data program techniques and procedures

· Generate reports, store completed work in designated locations and perform backup operations

· Keep information confidential

· Company
: Chandka Public school Pvt (Larakana Sindh Pakistan) 

· Designation
: Computer operator
· Duration
:2 Years

Job Responsibilities:
· Making data sheets and maintenance of  school record

· Linked up with management and technical work

· Making exam papers sheets English, Science, Urdu & mathematics
Personal details:
· Nationality
:
Pakistan
· Date of Birth
: 
11/02/1997 
· Sex

:
Male
· Marital Status
:
Single
· Religion
:
Islam
· Visa Status
:
Long Term Visit 
· Languages
:
English, Urdu  & Sindhi
· Hobbies
:
Reading News Papers, Books & Traveling 

Declaration

· I hereby declare that the above mentioned the details are true to the best of my knowledge ,If I am select for the job, I assure you that I will discharge my duties to the best satisfaction of my superiors.
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