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JOB OBJECTIVE
BACK OFFICE/DATA ENTRY OPERATOR/COMPUTER OPERATOR
  To work in an organization that has a highly dedicated & professional environment and to enhance my career 

ORGANISATIONAL EXPERIENCE

April’07- Till Date
The Institute of Chartered Accountants of India-Kanpur (Central Regional Office)
Growth Path:

Data Entry operator –Sr. Data Entry Operator
Role:
Managing Mail Department of Central Regional Office 
Responsibilities
· Handling the good faith team of Five Support staffs to deliver all the relevant documents to the concern staff Members 
· Report, analyse and maintain all incoming and outgoing mail/documents with 100% accuracy to increase effectiveness of mailing Department 
· To feed all the relevant data in the ICAI specific software to insure timely resolution of mails received at the Institute

· Maintaining  the records of drafts received for various courses like CPT, PCC, IPCC and CA Finals
· Independently taking care of highly important data and documents sent by Chartered Accountants for different sections like Member, Firm and Article

Oct’06 - Mar‘06 
Siddhi Shares (Share Broking house)
Role:
Working under the assigned investment Banker to take care of share arbitrage

Mar ’04 - Sep ‘06
S. Pandey & Company (Chartered Accountant firm)
Role: Data Processing of Accounts related work
EDUCATION & PERSONAL DETAILS

Highest Education: B. Com from C.S.J.M. University with 59%
Certification: C.C.C. (Certificate Course on Computer Concept) Passed from NIELIT
Operating Skills: Windows, MS-Office, Tally, Internet etc. 
Date of Birth: 01-06-1984
Language: Hindi & English
Marital Status: Married     
               I hereby declare that the details furnished above are true and correct to the best of my knowledge.
               Place – Kanpur                                                                                                                                     (Niraj Kumar Tiwari)

               Date-    16.11.2019
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