
Application: -
HRMIS, HIMS, DHIS2, Bio Metric
System, Microsoft Office 2003,2007,2017 Interne, Outlook
TECHNICAL PROFICIENCY
Cell: 0331-5495472
Email Address: Sajjadhassan5254@gmail.com Postal Address:
House # 67/B Chinar Street Green Avenue Islamabad
GET IN TOUCH WITH ME
Seeking a challenging position in a progressive organization WHERE I can utilize my technical, creative and personal skills, my academic background and experience, and to develop new skills and gain more experience in the field of business management and administration. Looking forward to work in a professionally competent environment where my organizational and communication skills can be fully utilized to assist executives in daily tasks.
PROFILE

SAJJAD HASSAN


Computer Operator 
WORK EXPERIENCE

Tehsil Headquater Hospital Isa Khel Mianwali
|Jan 2017 - 04 Sep 2025.
Data Accuracy & Correction:
Checking entered data for errors, inconsistencies, and completeness, and making necessary corrections to ensure data integrity. 
File Management:
Organizing and maintaining digital and physical filing systems, including creating and updating records and performing regular data backups. 
Report Generation:
Creating and exporting spreadsheets, documents, and data reports as required by departments or management. 
Data Security & Confidentiality:
Maintaining the confidentiality of sensitive information and ensuring data security and compliance with regulations. 
Research & Data Gathering:
Researching data to gather missing information or to update existing records. 
Data System Maintenance:
Performing regular updates and maintenance on databases and electronic archives. 
Administrative Support:
Assisting with other administrative tasks and collaborating with team members to ensure overall data accuracy and consistency. 
Skills & Qualifications
Typing Skills: Fast and accurate typing speed, including strong 10-key proficiency. 
Computer Proficiency: Familiarity with various databases, data entry software, and Microsoft Office Suite (Excel, Word). 
Attention to Detail: A strong ability to focus on details and ensure accuracy in data entry. 
Organizational Skills: Good time management and organizational skills to manage tasks and files effectively. 
Confidentiality: A commitment to handling sensitive information with integrity and discretion. 
Education: Master in Social Sciences 
