[Your Name]
[Area, City, State – PIN code] | +91 [98XXX XXXXX] | [your.name@email.com]
Career Objective
[12th pass] ([Commerce]) candidate with a [Diploma in Computer Applications] and a typing speed of [40] words per minute, looking for a first job as a [Data Entry Operator] at [Company Name]. Entered [200+] practice vouchers in [Tally Prime] during training and worked part time in a [retail store] for [two years].
Education
[School Name], [CBSE / State Board]	[City, State]
Class XII ([Commerce]) | [74.6]%	[2023]
[School Name], [CBSE / State Board]	[City, State]
Class X | [81.2]%	[2021]
ITI / Diploma / Computer Training
[Institute Name]	[City, State]
[Diploma in Computer Applications (DCA)] or [ITI – Electrician (NCVT)]	[Jul 2023 – Jun 2024]
· Completed [300] hours of practical training in [MS Word, Excel and Tally Prime], including [200+] practice vouchers
· Passed the final exam with [78]% and received a [course completion certificate]
Experience
[Shop or Company Name]	[City, State]
[Part-Time Sales Assistant]	[Jun 2024 – Present]
· Serve [40–50] customers a day and handle [cash and UPI payments] at a store with [2] counters
· Update stock in [Excel] twice a week and tell the owner about [low-stock items]
Skills
Computer: [MS Word, MS Excel, Tally Prime, email and internet]
Typing: [40] words per minute in English, [30] in Hindi
Other: [Customer handling, cash counting, basic inventory]
Personal Details
Date of Birth: [DD Month YYYY]
Languages Known: [Hindi, English, Marathi]
Willing to relocate: [Yes / No]
Declaration
I hereby declare that the information given above is true to the best of my knowledge.
Place: [City]
Date: [DD Month YYYY]
