Sample Data Entry Operator Resume
Fahim Khan
Gulshan Colony,
Wah Cantt, Pakistan, 92-000-00000

Looking for a position in a company where there is enough scope to contribute in the development
Experience:
· Working as a Data entry operator in DABS Engineering Company, Rawalpindi since January 2007. Work involves maintaining data properly and combining data from various sources to generate an accurate result

· Two years experience (from November 2004 to December 2006) as Data Processing Assistant in PTCL Pakistan, Islamabad. Work involved preparing daily sales and invoice report and generating new business accounts
Qualification gained:
· BA with 60% in the year 1994 from Punjab University

· Diploma in Computer Application with Second Class in the year 1995 CORVIT, Islamabad.
Computer Literacy:
· Well versed MS excel, MS word, MS Access, Power Point

· Proficient in Corel Draw and Photoshop

· Efficient in internet, emailing

· Typing Speed 50WPM
Strength:
· Hard Working

· Can learn fast from mistakes

· Can utilize available resources efficiently

· Can inspire others to work honestly

· Can perform under pressure

· Can execute a task within given time

· Can easily adept to any new implementation
Goal:
· Generate accurate result

· Meet target beforehand
Why should I be selected:
· Experience as a data entry operator

· Enthusiastic and hard worker

· Can execute work efficiently
