
 



 
 

 
 

Computer Operator - Job Description 

 

Title:    Computer Operator 
Number of Position(s): 01 – Contract 
Reports to:   Project Director 

 
 

Job Duties /Responsibilities: 

The major responsibilities of the Computer operator include but are not limited to the 

following: 

 Generates writes or computer generated documents and reports. 

 Proofreads documents before submission as well maintain file records and copies of 
physical/digital documents. 

 Proficient in taking decision in English. Preference shall be given to the candidate 
having diploma in Information Technology.  

 Prepare and submit timely and reliable documents and financial reports whether 
required for routine reporting or urgent management decisions 

 Perform other related duties as required. 
 
Education and Experience 

 

 Bachelor’s degree from HEC recognized University/Institute preferably Computer 
Science / Software Engineer. 

 Excellent verbal and written computer skills with exceptional reading and listening 
abilities and 30 words per minute speed on computer. 

 Proficient in MS office with outstanding typing skills and proficiency in IT, Microsoft 
Office and relevant software(s) is essential. 

 At least 02 years of experience in computer related field in donor funded projects. 
 
Work Conditions 

 

Position is based in Karachi. Selection will be based on merit and competency. 




