
Pashto (Basics)

URDU    (Basics)

English (Basics)

Data Entry 

Ms Power point 

Ms Excel 
Ms word 

Document formatting

Iqama Status.   Transferable

Data analysis

CONTACT 

rahmatullahbj112233@gmail.
com

0580696877

Al Khobar Dammam Saudi
Arabia 

SKILLS

LANGUAGES

GOVERNMENT COLLEGE OF
MANAGEMENT SCIENCE KHAR
BAJAUR – BAJAUR, PAKISTAN

Diploma of Information
Technology 

2022- 2023

EDUCATION

2019- 2023

UNIVERSITY OF MALAKAND –
MALAKAND,

Bs Botany 

RAHMAT ULLAH
INFORMATION TECHNOLOGY 

Experienced and detail-oriented Data Entry Clerk with over 2 years
of expertise in managing and processing data accurately and
efficiently. Skilled in MS Office, data organisation, document
handling, and maintaining data confidentiality. Proven ability to
support smooth business operations and meet tight deadlines. A
dependable team player with strong communication and
problem-solving skills, committed to delivering high-quality
administrative support.

PERSONAL PROFILE

WORK EXPERIENCE
 DATA ENTRY CLERK | 2023- 2024

Institute of professional studies – Bajaur
‎Utilised advanced software tools to expedite data entry
processes.

‎Optimised database management to streamline business
operations.

‎Maintained strict compliance with regulatory requirements
regarding personal customer information protection.

‎Streamlined record keeping, ensuring easy retrieval of vital
information when required.

‎Maintained accurate data entry by diligently inputting
information from various sources.

‎Executed daily clerical tasks such as photocopying,
scanning, faxing documents for smooth business
operations.

‎Facilitated improved business decision making through
generation of quality reports based on collected data.

COMPUTER OPERATOR |     2022-2023

Dar-e-Arqam model school – Bajaur

Coordinated with other IT professionals in planning
system upgrades or introducing new technologies.

‎Resolved technical issues swiftly to minimise disruption to
daily operations.

‎Met strict deadlines whilst managing multiple tasks
simultaneously under high-pressure conditions.

‎Implemented new software solutions for increased work
efficiency.

‎Increased system efficiency by conducting regular
computer hardware and software maintenance.

‎Provided customer support remotely or onsite as required,
solving technical queries efficiently.

‎Ensured data protection with regular data backup and
recovery procedures.
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