
AL Othaim Super Market - Sri Lanka 

EDUCATION & QUALIFICATIONS

Data Entry & Document Controller
(2020 - 2021) 

Entered daily sales, inventory, supplier, and invoice data with high
accuracy.
Maintained organized hard-copy and soŌ-copy filing systems.
Verified records, corrected errors, and ensured data integrity.
Prepared simple reports using MS Excel and MS Word.
Supported administraƟve and store operaƟons.

NVQ Level 4 – Graphic Designing (Computer)
Diploma in English – Technical EducaƟon & Training
CerƟficate in AutoCAD - The Acaddemy
G.C.E Ordinary Leval - 2016  KaƩankudy Central College, KaƩankudy
G.C.E  Advance Level - 2019 Millath Mahalir Maha Vidyalaya, KaƩankudy. 

LANGUAGES SKILLS

Arabic : Fluent 
singala : Good 
English : Professional
Tamil : fluent

Data Entry & Documentation
Accurate data entry, record keeping,
document control, filing systems, and
administrative  support.

Document Control
Maintaining logs, reports, invoices,
and project documentation with and project documentation with 
high data integrity.

Graphic Designing
Layout design, visual communication,
branding materials, and vector-based
designs.

Office Tools
MS Word, MS Excel, MS PowerPoint,MS Word, MS Excel, MS PowerPoint,
MS Outlook.

Design Tools
Adobe Photoshop, Illustrator,
and CorelDRAW.

CORE SKILLS

+974 3043 2557
+974 6698 1046
Nimjasahamed4@gmail.com
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