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Objective:

To secure a full-time position as a data-entry analyst, in a fast-paced and highly competitive organization.
SKILL SET:

· Strong Technical Aptitude.
· Ability to set goals, multitask, identify and resolve problems while under strict deadlines in a fast-paced and detail oriented environment.
· Excellent communication and inter-personal skills.
· Software Knowledge: Microsoft Office Suite, Tally 7.2, DBA, Internet Operations, Bar Coding and a working knowledge of Oracle 9i.
· Proficient with the use of Windows 8 & MAC OS
Work Experience


:
· Minhaz Company 1st October 2015 – 31March 2016 Worked as data entry operator in excel. Whatever data was coming from the restaurant receipt had to enter into the pc in excel.
· Bein Media Company. November 2014-March 2015 : Worked as social media marketer
· Almulla Group(Istoregulf company) November 2013 – March 2014 Worked as data entry operator in road website (Delnee Website)
·  KCPC Company: November 2011 – July 2012 Worked as data entry operator in sap software. 

· Anas Company: May 2010 - October 2011 as data entry operator. I was dealing in restaurant business. Whichever data was coming in the form of restaurant pamphlets had to be entered online in the PC. It was online restaurant business.
· RTC Electronics. April 2009 - May 2010: Data Entry Operator: Dealing mainly in electronic items. Had to do data entry into the pc whenever the electronic items were coming in the company. Was doing data entry in retail pro software.
· Farah Sport Company. (April 2006 – April 2009) : Data Entry operator:
Responsibilities Included Updating of Customer Data Base, fielding telephone calls & providing customer supports.   

Oracle Knowledge:                                    Have working knowledge and Experience of oracle 9i. Can create database, edit database, modify database etc. Can select database.  Have working knowledge and experience of oracle developer. Knows how to design forms and reports using oracle developer. Knowledge in MS-Access.
IT Projects:                                    

· Music CD Collection (website project): It deals in buying of Music CDs from their credit cards.
· Loan Project (Visual Basic Project): This project is designed to collect the information from the applicant i.e. from the person who is applying for loan.

· A Commercial Banking Project (Visual Basic Project): This Project is about commercial banking system, it is designed to do transaction with the bank like depositing & withdrawing money. 

Professional Qualification

:
( Complete Level A & B from Association of 

Chartered Certified Accountants (ACCA)
Educational Qualification

:
( Bachelors Degree in Information Technology 






From Manipal University Karnataka, India.

Job title: Data processing
Narrative descriptions:

Set up and implement any process that a computer program does to enter data and summarize, analyze or otherwise convert data into usable information. The process may be automated and run on a computer. It involves recording, analyzing, sorting, summarizing, calculating, disseminating and storing data. Data is most useful when well-presented and actually informative.

Duties & Responsibility:

1. Typing  documents using MS word & excel

2. Revising & checking  documents

3. Ability to use predefined forms for data entry

Summary of Skill


:
Applications: MS office, Tally 7.2, DBA,
Web Browsing and well versed in Internet Operations. And Bar Coding. Photoshop also

Extra Curricular Activities

:
Sports Activities:-
· Played Interschool Cricket and football Tournaments.


Personal Appraisal                                    

· Excellent communication and inter personal skills.

· Hard working and dedicated nature.

· Confident approach to all new challenges and easily establishes rapport with staff.                 

· Trustworthy and adaptable to challenging environment.

Personal Details:-
Date of Birth



:
24th November, 1982
Nationality



:
Indian

Religion



:
Islam

Sex




:
Male

Marital Status



:
Single
Languages Known


:
English, Arabic, Urdu and Hindi 

Status of Visa 



:
Transferable (#18)

Driving License                                        :           Have Kuwait Driving License (Valid in GCC) 
Current Salary                                          :           150 kd
Notice period                                            :           30 days
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