CONTACT

* +971 553928988

» hs3061651@gmail.com

e INDIA (Jammu)

EDUCATION

* The Jammu & Kashmir State board of school
Education Secondary School examination Class

10th.

*» The Jammu & Kashmir Board of School

Education class 12th.

STRENGHTS

Sincere and Cooperative

Hardworking and Punctual

Good Communication Skills

Socially Adjustable

Very Disciplined and Responsible

LANGUAGES

» English (Fluent)
* Hindi (Fluent)
» Punjabi (Fluent)

HARPREET SINGH

PROFILE

Dedicated and detail-oriented Computer Operator with 1 year of experience
in data entry and database management. Proficient in MS Office and data
processing with strong typing speed and accuracy.

Looking for opportunities to apply my skills in a dynamic work environment,

ensuring efficient data handling and administrative support. Quick learner with
a commitment to accuracy and timely task completion.

CAREER OBIJECTIVE

Motivated and proactive individual, ready to contribute with full dedication and embrace
new opportunities for growth.

PRACTICAL KNOWLEDGE

* GST and Tally Computer Applications
Career edge Institute of Jammu 2023

Completed Training and computer Application.

« 1 year Experience
As Computer Operator & Data Entry Specialist

Managed data processing tasks, ensuring accuracy and efficiency in database
management.

. Performed high-speed and accurate data entry, maintaining records with precision.

. Operated and maintained computer systems, troubleshooting technical issues to minimize
downtime.

. Assisted in generating reports, organizing files, and maintaining digital records.

. Ensured data integrity through regular quality checks and validation process.

» Language Skills

* Achieved a 6.5 band score in PTE Academic (Pearson Test of English),
demonstrating strong command of English language skills.

Date of Birth: 12-Jan-2004 HARPREET SINGH



