
SESHADRI

E’Mail- seshadri.379964@2freemail.com 
CAREER ACHIEVEMENT

A specialist in “Computer Operations. My interpersonal skills and persuasive power has won many an accolade.  Having thorough knowledge in Windows operating system and Desktop applications.  Also have interaction with users and have the ability to follow all procedures.   

CAREER SUMMARY

Computer Operator Since Nov’1989 till October’2012 with M/s. Riyam Computer Services LLC

IBM-S-390 WORKING ENVIRONMENT

1. 3174-Local Controller

2. 3274-Remote Controller

3. 3745-Communication Controller

4. 3490E-Tape Drive

5. 6400-System Printer

Jobs Handled in Main-Frame (IBM-S-390) :

Financial Management System (FMS)

Inventory Control System (ICS)

Payroll and Personal System (PYS)

Spare Parts Inventory Control System (SPICS)

Workshop System (WSHOP)

Jobs Handled in Personal  Computer

Handling Pharmacy Inventory in PC (Dbase Program) entering data, doing updation  and final processing every-month.

Responsibilities

As we have on-line service to some group companies, first duty in the morning is to activate the service and check all the files are opened for users to enter the data and check all modems are working properly and also release the CICS and VTAM. And start the printer.  And root some of the report to the user site in the morning. And also attending all user calls, and giving report and solving their queries . At present working in 2 shift pattern.  And also for month-end full night shift. 

Can able to handle pressure situation. Having knowledge in MS-Word/Ms-Excel.  Able to write fast if any notes given orally without any spelling mistakes.  

PROFESSIONAL AND PERSONAL INFORMATION

Academic Qualification:
Higher Secondary (+2) passed in 1st class. 

Technical Qualification:
Passed typewriting Lower Grade





Diploma in Data-Entry.

       Work Experience:
21 years completed in Oman with M/s Riyam Computer Services as “Computer Operator”.

5 years in India worked as a “Data-Entry/Computer

operator”.

TRAINING :

Attended IBM-S390 operation training program and successfully completed and  

Received a certificate.       

Presently working in M/s. Waleed Pharmacy & Stores LLC as an Administrative Executive from October’2012 till now.

Job Responsibilities:


1. Preparing Tenders for Ministries and Private companies, making the final tender documents and submitting to the concerned.
2. Taking care of emails of Waleed Pharmacy  and distribute to the concerned heads and reply to their enquires.
3. Sending the enquiries to the principals regarding the quotation and get their replies for tender preparations according to our enquiries.
4. Call the International suppliers for the tender requirements and follow-up about their quotations.
5. Doing secretarial work for CEO & GM-Finance in the absence of the secretary. Like taking notes, Preparing letters and distributing the papers after CEO’s signature. 

6. Having in-depth knowledge of all Administrative work.   
        Date of Birth/Age:
24-11-1964 (53 years)

        Marital Status:

Married. 
        Having Valid GCC Light Vehicle Driving Licence.

 LANGUAGES KNOWN:

READ:  ENGLISH, TAMIL
WRITE: ENDLISH, TAMIL

SPEAK: ENGLISH, TAMIL, HINDI

Seshadri.









