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WORKEXPERIENCE

Computer Operator 
DELTA CONTROL AUTOMATION COMPANY
2017toPresent

Responsibilities:

Experience with Procurement, Inventory Management, Logistics and Scheduling administration.

Efficiently and effectively managed multiple projects at one time on a revolving basis.

Generate, maintain, and present comprehensive reports to customers detailing data and observations

& recommendation appropriate courses of action

Maintain coordination with customers regarding technical matters and developments
· Maintain all documentation, manufacturer bulletins, OS patches and updates, computer utility source codes and other

Centralized computer manuals.
· Regularly inspect computer power and air ventilation facilities to ensure top operating conditions.
· Activate reserve power backup in cases of power outages.
· Notify departmental users on scheduled system downtimes.
·   Act on computer error messages by  terminating a batch operation or procedure call program.

· Answer telephone calls, log calls and provide first level problem resolution for incoming calls on computer concerns.

Assistant Office Manager

SUMAIR INTERNATIONAL

February 2015 to 2017
Responsibilities:

Delivered exceptional in bound tier 2 technical support. Expertly resolved escalated customer inquiries.

Efficiently managed and exceeded performance expectations.

Cross-Collaborated across departments to resolve internal
External customer inquiries. Delivered efficient troubleshooting

Freelance work in different Projects

Created requisitions, purchase orders, and facilitated prompt liquidation of same

Established and maintained a highly efficient and effective filing system

Personally instituted a vehicle refueling coupon log for accountability

Submitted accurate and detailed monthly reports on financial and administrative operations

EDUCATION
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High School in Computer Science
ST Paul's English high School-Karachi
Intermediate In Pre Engineering

Aisha bawany Govt College Karachi

Bachelor's In B Com
Karachi University(In Process)
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SKILLS Certificate’s
Microsoft Excel(3years)

Microsoft Word(3years)

Afroz financial Software Training's

Basic Business Analysis Training
Office Administration Training's

Participation In Discover Your intelligence From HRWALAY

Summer school certificate From NIXOR College

6MONTHS CAD/CAM COURSE(2017)-from National Vocational and Technical Training Commission
6MONTHS General Electrician (2017)-from National Vocational and Technical Training Commission
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ADDITIONALINFORMATION

[image: image8.jpg]



Proficient in Microsoft Word, Microsoft Excel and Microsoft PowerPoint.

Competitive Hardworking and sincere towards work.

