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Career Opportunity 

IRM is a not for profit organization working all across Pakistan. IRM is currently seeking applications from qualified, experienced, proactive and dynamic candidate for the position of Data Entry Officer under project Public Schools Reorganization Program (PSRP) by PEF at Khushab & Rahim Yar khan, District Punjab.
Job Title:



             Data Entry Officer
Location:




Khushab & Rahim Yar khan, District Punjab
Position reports to:


             Manager Education

No. of Positions:



2
Gender:                                                                 Men/Women
Experience:
                                                     3-5 years
Closing Date:




September 08, 2024
Link:





http://www.irm.edu.pk/index.php/jobs/
Travel Requirements:



If needed 
Job Summary:

The Data Entry Officer is responsible for accurately entering, compiling, and maintaining student data from government schools. This role involves ensuring that all data is submitted in a timely and organized manner to the District Coordinator, supporting the efficient management and reporting of student information.
Job Description:
You will be responsible as a Data Entry Officer:
· Compile and organize data from multiple sources, including individual schools, and prepare consolidated reports for submission;
· Review and cross-check entered data for errors and inconsistencies, and make necessary corrections;
· Generate and submit timely and accurate data reports to the District Coordinator;
· Ensure that all student data is handled and stored securely, in compliance with data protection and privacy regulations;
· Liaise with school administrators and other relevant staff to collect and verify student data;
· Maintain organized and up-to-date records of all data entries and reports;
· Assist the District Coordinator with additional tasks related to data management as required;
· Refrain from defamation, instigation and scandalous activities against the organization;
· 7- Discharge any special/other responsibilities assigned by the Senior Program Manager.

Qualification:

· 16 years of qualification in Design from HEC recognized institutions with computer proficiency.

Skills Required:

· Proficiency in data entry software and MS Office (especially Excel).

· Strong attention to detail and accuracy.

· Good organizational and time management skills.

· Ability to handle confidential information responsibly.

Apply:
· If your credential matches the above mentioned criteria and required skills, send your CV to hr@irm.edu.pk .
· Mention the Location & Position Title you are applying for in the subject line. 

· DO NOT send original documents and /or heavy attachments/Certificates beside the CVs. Only shortlisted candidates will be contacted for test & Interviews. 
· The employer reserves the right to accept/reject any application/candidate without assigning any reason.
· IRM is an equal opportunity employer and women are encouraged to apply.

