Computer operator takes important tasks in an organization namely controlling and monitoring all the operations of a computer system. Though the responsibilities of computer operator varies as per organization size, policies, rules and needs, the main responsibilities of a computer operator are to follow and assist in all instructions in computer operations namely monitoring or running batch jobs as instructed, monitor system tasks and inform supervisors or senior official for abnormalities, responsible for taking backup of data at regular intervals, take hard copy of documents and reports as and when needed. A computer operator must be able to take up tasks independently as well must have the ability to work in a team environment. A computer operator must be flexible enough to take flexible schedules. 
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Having 6 years of experience as Computer operator and managed various tasks of an organization efficiently. I have taken the responsibility of operating and monitoring small as well as large scale electronic data   processing systems which helps me to take decision on critical tasks on both type of systems. I have vast experience and expertise in data or information entering through various media like PC system through keyboard device or any other peripherals like OCR, mouse. I also involved in maintain logs and records in organizations and could do this accuracy and efficiency.

Objective:

 Take a Challenging role as Computer Operator and there by monitor, control numerous computer systems, peripherals, equipments and networks with efficiency which makes the operations of organization effective and ease.

Education:

· Bachelor of Computer Programming, XYZ Institute,1999

Professional Certifications:

· Certificate in Tally, Sams Institute, 2000

Skills:

Have experience and expertise in installation of various software and operating systems namely UNIX, Windows.

Experience in using Oracle database

Expertise in the usage of MS office tools namely word, MS- Excel, Power point, Ms-Access

Knowledge and certification in using Accounting Package namely Tally 


Have Expertise in using search engine tools and Internet.
 


Work History:

	
	

	
	


Nov. 2005 to Present    

PQR Communication Limited, NY, USA






Senior Computer Operator

As a Senior Computer Operator I took the responsibility of monitoring multiple computers, peripherals and networks. With wide knowledge and exposure in this field I took the task of handling complex tasks with efficiency and ease. I also involved in the establishment of computer equipment room by taking tasks of establishing wiring at appropriate places, security systems installation and installation of systems. I am also given the responsibility of training of new Computer Operators. As and when needed I also take part in Emergency Operations by taking the tasks of troubleshooting computer operations and fixing errors in computer operations. I also took the responsibility of standardizing the document creation by computer operators which made the while process easy and efficient for management.

Feb 2004 to Nov. 2005  

XYZ Communication Limited, NY, USA 






 Computer Operator

As a Computer Operator I took the responsibility of updating files, producing reports as needs by clients or customers and also take hard copy of the reports or documents as required by management or customers.
 I also take the responsibility of taking the back-up and maintenance of data which are very vital for the organization. I also assisted senior officials and staffs by taking copy of files in Compact Discs as needed by them for giving presentations.

May 2002 to Feb 2004   

Some College, Merry Brown, NY               






Computer Operator

I was given training as computer operator and was in the supervision of senior computer operator. I received training to operate the various computer systems and peripheral equipments like printers, tape drivers, Compact Disks. I was trained and assigned the responsibility of installing software and operating systems as and when needed for staffs and students in machines. I have operated and expertise in installing and working with UNIX as well as Windows operating system.

Jan 2001 to May 2002  

WXYZ College, NY, USA 






 Administrative Support

I took the role of Administrative Support of the college and assisted in various activities of the administrations namely producing reports of staffs and students from database as and when needed, maintain daily log of students to monitor their activities .I got training and expertise in the usage of Oracle database along with MS Office tools.

Mar 2000 to  Jan 2001   

Common Information Systems, NY, USA






Help Desk operator

As a Help Desk operator I assisted the supervisors and customers with various tasks as and when required took the responsibility of producing invoices, reports, daily logs which was utilized by supervisors of the organization for their decision making. I also helped the customers by giving information about the queries asked by them by retrieving data from database. 

Languages Known:

English, French

