Data Entry Operator / IT Assistant

1. Computer & IT Fundamentals 
· Computer hardware and software
· Operating systems
· Computer networks and internet basics
· File and data management
· Basic troubleshooting
· IT security fundamentals

2. Data Entry & Data Management 
· Data entry techniques and accuracy
· Data validation and verification
· Database fundamentals
· Data organization and management
· Records and file management
· Data confidentiality and security

3. MS Office & Productivity Tools 
· MS Word, Excel and PowerPoint
· Excel formulas and functions
· Sorting, filtering and data formatting
· Tables, charts and basic reporting
· Email and internet applications

4. Management Information Systems (MIS) 
· MIS concepts and components
· Data collection, processing and reporting
· Information systems and databases
· MIS reports and dashboards
· Data quality and information management

5. IT Support & System Administration
· 
· Hardware and software installation
· User and system support
· Operating system configuration
· Network and connectivity troubleshooting
· Backup and recovery
· Basic system administration

6. Cybersecurity & Digital Safety 
· Password and access management
· Malware and phishing
· Data protection and privacy
· Safe internet and email practices

7. General Knowledge & Current Affairs 
· 
· Pakistan and Balochistan affairs
· Current affairs
· General knowledge
· Basic knowledge of digital governance and technology
