
 

 

 

 

 

 

 

 

 

 

 

 

 

   
 

 

 

  

  

 

 

 

 

   

  

  

 
    

    

 

 

 

 
 
 

  
        

          
 

     
  

 
 

 
 

      
 

           
 

         
 

 
          

 

 

  

 
 

 

 

 
   

 

 

 

 

Fluent 

•  Recorded daily sales and purchase data accurately in the computer  

    system. 

•  Prepared reports, bills, and stock details using MS Excel, MS Word, and  

   other office software. 

•  Maintained customer and supplier information in an organized manner. 

•  Assisted in solving basic system errors and managed digital files  

    properly. 

•  Supported stock management by updating daily in-out records. 

•  Performed regular office tasks such as printing, scanning, and     

    photocopying. 

•  Provided IT support to ensure smooth and efficient daily office  

    operations. 

 

 


