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Experience Span 5





Organization:	





Al Masaood Bergum W.L.L (Prefab Manufacturing Factory)





Position held:	





Data entry clerk (Production Department)





Period	:	





Mar 2013 to till date





Job profile:





Preparing Daily progress report (DPR) for manufacturing of Prefab cabins.Daily updating of order status in Production line.


Issuing PCNs(Production Commencement Notice) in coordination with Production Coordinator and Production In-charge.Circulating Prefab Production progress pictures to concerned departments. Maintaining and Updating Master Data File of Production department which includes all the activities in Production, current status of production orders, delivery schedules, delivery details of completed orders, units in WIP and details of Completed units.Updating Job Status file on receipt of Engineering approvals Preparing & Issuing over time notice on approval from Engineering & Production Managers.Documenting and submitting daily, weekly & monthly expenses Updating and submitting Production department Staffs attendance on monthly basis. 





Experience Span 4





Organization:	





ETA Star Property Developers, Chennai





Position held:	





ERP Data entry operator





Period	:


	


Oct 2011 to Feb 2013





Job profile:	





Data entry in Real Estate ERP for Sales of Construction Project. Creating lead, Booking form, Receipts entries for Customers. Consults with superiors in providing needed information for keying process. Contributes to a team effort and accomplishes related results as required. Maintains confidential information.  Provide limited support for software install/configuration and maintenance and respond where necessary to field office inquires and data entry requests. Routine data transfer, backup and other IT requirements of field and central offices. 


























Start Everything With


In the name of Allah, Most Gracious, Most Merciful…











Islamic Greetings


May the peace, mercy and   blessings of Allah be with you!


























Goal


To rise in career by serving to the best of my knowledge, ability with honesty, dedication, hard work and by striving to achieve excellence in everyday work life.








Qualification


Pursuing  B.C.A in Tamil Nadu Open University - Chennai


Certificate in Computer Aided Drafting for 2D Models


Course in Air-Conditioning and Refrigerator Mechanism – 1995-96


S.S.L.C in Kellette Higher Secondary School – 1991 to 1992








Languages Known


Tamil - R,W,S


English - R,W,S (Int) 


Arabic – R,S (Int)


Hindi – S (Int)


Urdu – S (Int)


Malayalam – S (Int)


Read,       Write,       Speak,


Intermediate











Vivacious Task


System Admin (Associate)


ERP Data Entry 


Computer Operator


Document Control (Associate)


Time Keeper


Store Keeper


Clerk (Associate)


Admin Assistant


Cad Draughtsman (Fresher)


Any Computer Related Job (Suitable)











Computer Knowledge


MS Office (Word, Excel, PowerPoint)


Outlook/Outlook Express


PC Assembling 


OS formatting/New Installation


Software/Hardware Troubleshooting


Typing


Tally 9.0 & Tally ERP 9.0 (1 Month Working Knowledge)


Adobe Photoshop CS3 & CS4 (2 Months self-practice Knowledge)








Operating System 


Windows XP


Windows Vista all packs


Windows 7 all packs


Windows 8 Evaluation


Linux XFCE








Microsoft Office


Office XP


Office 2003


Office 2007


Office 2010








Browsers


Internet Explorer (All Versions)


Mozilla Firefox (All Versions)


Google Chrome


Opera


Netscape Navigator








Interests & Hobbies


Web Browsing


Child Care


Cooking


Reading Quran/Islamic, general books and Articles


Listening to Islamic Sermons








My pet peeve


Watching TV Serials


Public Smoking/Smokers


Superstition


Irascible/Venal Character


Birth/Death Anniversaries


Dowry


Flattering


Boasting
































Experience Span 3





Organization:


	


ETA Powergen Private Ltd, Chennai.





Position held:





Assistant System admin & Assistant HR





Period	:





Jan 2011 to Aug 2011





Job profile:	


Assist to the daily HR activities like Attendance Verification, maintain Leave and Permission Slips, and Leave details, co-ordination with Senior HR and reporting to GM HR in daily activity at the Head office. Maintained the internal system by updating the software and hardware and keeping a backup of the system in case of a crash. Troubleshooting the System and network problems.





Experience Span 2





Organization:	





ETA Powergen Private Ltd, Chennai





Position held:	





ERP Data Entry Operator (Contract)





Period:





Jun 2009 – to Dec 2010





Job profile:	


Data Entry in ERP for Purchase of Fuel, raising Good receiving note, Invoiced GRN and maintaining the Stock details monthly wise. Keeps track of received data and source documents. Prepares and sorts source documents, and identifies and interprets data to be entered. Contacts preparers of source documents to resolve questions, inconsistencies, or missing data. 











Experience Span 1





Organization:	





ETA Melco Elevator Company LLC, Dubai





Position held:	





Senior Erector





Period	:	





Oct 1996 – Nov 2008





Job profile:	


Installation and Maintenance Quality Analysis and Quality Control, Capital Tools Control (Asset Management) In charge of maintaining all types of Elevators and Escalators, Attending Service Call Verifying the Quality of work done by Technicians Submitting the Quality (Snag) Report to management.























Personal Snapshot
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Date of Birth�



03-11-1976�
�



Gender�



Male�
�



Age�



36 Years�
�



Marital Status�



Married�
�



Nationality�



Indian�
�



Religion�



Islam�
�



Blood Group�



O +(ve)�
�
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Date: 				Yours sincerely

















The Opening of Quran





In the name of Allah, Most Gracious, Most Merciful. Praise be to Allah, the Cherisher and Sustainer of the Worlds; Most Gracious, Most Merciful. Master of the Day of Judgment. Thee do we worship, and Thine aid we seek. Show us the straightway. The way of those on whom Thou hast bestowed Thy Grace, Those whose (portion) is not wrath, and who go not astray (Holy Quran 1: 1-7)





The One and Only





Say: He is Allah, the One and Only; Allah, the Eternal, Absolute; He begetteth not, nor is He begotten; and there is none like unto Him (Holy Quran 112:1 - 4)








None Can





Whatever grace Allah opens up to man, none can withhold it; and whatever He withholds, none can henceforth release: for He alone is almighty, truly wise 


(Holy Quran 35:2)





Give us good





And there are men who say: "Our Lord! Give us good in this world and good in the Hereafter, and defend us from the torment on the fire!" (Holy Quran 2:201)





We created you from a single





O mankind! We created you from a single (pair) of a male and a female, and made you into nations and tribes, that ye may know each other (not that ye may despise each other). Verily the most honored of you in the sight of Allah is (he who is) the most righteous of you. And Allah has full knowledge and is well acquainted (with all things). (Holy Quran 49:13)








Death will find you out





Wherever ye are, death will find you out, even if ye are in towers built up strong and high! (Holy Quran 4:78)








Die not except…





O ye who believe! Fear Allah as He should be feared and die not except in a state of Islam” (Holy Quran 3:102)
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