RESUME FOR THE POST OF ACCOUNTING, HR/ADMIN, IT (Information Technology) ANY RELATED
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PERSONAL PROFILE  
· NAME  
                                    : Mohamed 
· PROFILE


    : Male 32, Married  




 

· NATIONALITY

    : Sri Lankan


· LANGUAGE KNOWN
                     : English, Tamil, Malay, Sinhala 

· VISA STATUS


     : NOC With Transferable Immediately available on request
· MOHAMED.331927@2freemail.com 
CAREER OBJECTIVE

I am Seeking position as a Accounting, HR/Admin, IT, Business Developing/Marketing or Security Operation with well-established organization where my expertise to work hard with full dedication for the achievement of organization objective under satisfying job contact, hence enhancing my skill and knowledge and ready to learn new things. Honesty, loyalty, Good relationship and best performance, and translate my experience, knowledge, skills and abilities into value for an Organization.
PROFESSIONAL EXPERIENCE 

Work Experience_01   

	10/10/2010 to 01/11/ 2016

       (6 Year 01 Month)
	Advanced Security Network Sdn Bhd

IT, Accounting & Security Operation Manager
	Malaysia
Security Manpower & 
Security Equipment supply


Responsibility

· Support the CEO, Administration on various cross functional projects initiatives

· CCTV Installs and Networking Monitoring and for investigation support

· Access Card system maintained and Support for Time Attendance for pay roll upon customer request

· VMS- Visitor Management System Develop for up one Customer request and installs Maintained

· Company Website  Develop and Maintained

· Security Patrolling Clocking tour system Installs and Maintained

· All clients & Office Computers networking & repair, Installations and maintaining
· Establish budget proposals for safety and provide specific training programs.
· Payroll,  Employee ID/ badge  Printing , Time Attendance/ Time sheet  & Salary more than 400 staff

· costing analysis, cost control, inventory and asset reports and all other relevant documentation

· Prepares payments by verifying documentation, and requesting disbursements.

· Records Management plans ensuring compliance with all plan management

· Document Control, Invoice for all clients and payments, Provide analytic support for financial Planning

· Standard Operating Procedures ( SOP ) for Security implement

· Security Operation Issues & Meeting With depend on Client Satisfactions/Requirement & settlement/ Action.

· Visit all the Client Companies Current Risk Assessment report & In future Implementations/ Suggestions 
· Provide guidance and support to all colleagues & Other Departments

· Create a safe and secure environment for all Client and colleagues and Identify the hazard and control.
· Day to Day Operation issues and Follow up
Work Experience_02   

	10Th May 2007 to 01st June 2010

(03 Year)
	Hitop Marketing (Pvt) Ltd
HR & Accounting Executive
	Singapore   
Supermarket (all island wholesale & retails)


Responsibility

· ERP, POS, Payroll,  Time Attendance/ Time sheet, Salary 

· Handling ISO/QMS Documentations and International Labor Organization (ILO ) Standards and local government Law
· Manage direct and indirect labor cost,  meeting expected budget working closely with CEO/finance to monitor costing 

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Responsible to opportunities to control assets, reducing cost, enhancing profitability to manage the business in a practical way

· Stock control , inventory, estimate, purchasing , multiple new product Promoting & Manage the Business Continuation

· Screens potential business developing deals by analyzing market strategies, deal requirements, potential, and financials; evaluating options; resolving internal priorities; recommending equity investments and marketing.
· Work closely with the All Department to manage and execute vendor contracts, providing ongoing reporting expense analysis for key contract processes
Work Experience_03      

	25th Feb 2005 to 5th May 2007

       (2 Year 02 Month)
	          Russels Cyclon Tea (Pvt) Ltd 

          HR & Accounting Executive
	Ampara, Sri lanka.  
Sales Marketing & Distributer

 (all island wholesale & retails)


Responsibility

· Payroll, Time sheet  & Salary

· Maintains HR staff job results by counseling and disciplining employees, planning, monitoring, and appraising job results.

· Prepares payments by verifying documentation, and requesting disbursements
· Provide analytic support for financial planning, forecasting and ongoing expense analysis reporting, and working 
· Closely with each area within the all department Planning.

· Stock, inventory, costing analysis, Quotation , Cost control, inventory and asset reports and all other relevant documentation information
· Sales Business developing and Marketing workshop & Trainings for all staff  
CAREER SUMMARY & PERSONALITY TRAITS
· Ensure company policies procedures are adhered & Responsible to plan implement the program to meet the needs.

· Provide risk identification & control through analysis of incident patterns, investigation of problem areas follow up on corrective actions proposed

· Keep abreast new technology, market trends business opportunities to make sure our remain competitive within the industry
· Meeting with Customer and Internal Staff Manage the monthly chargeback processes reconciliations

· Develop strategic targeted, measurable, plans to meet company profitability targets, operations to engage in new business opportunities

· Excellent interpersonal skills and business development Skill, Efficiency of managing multiple tasks

KEY SKILLS AND COMPETENCIES 

· Self-motivated, hardworking, Willing to do work long hours, Good Administrative & Communication skills, 

· ready to learn new things & Multiple Task
· POS, ERP , Payroll,  Time Attendance/ Time sheet  & Salary more than 400 staff

· Accounting Software knowledge 
· Access Card system , CCTV Installs and Networking

· Office Computers networking & Related PC all repair

· VMS- Visitor Management System  software Develop

· Estimate/ Business tricks / tender preparation / customer relationship management
· Time Management, Data Entry Management & flexible to work in shifts. 
ACADEMIC QUALIFICATION Successfully completed
· General Certification of Examination : - G C E Ordinary Level (O/L)

· General Certification of Examination: - G C E Advance level ( A/L _Commerce )
PROFESSIONAL QUALIFICATION Successfully completed
· Bachelor of Science (Hons) in Computer Applications 




(04/02/2008 - 09/02/2009)
Knowledge Window Asia Pacific is affiliated with awarded by UNIVERSITY OF SUNDERLAND UK 
· Advanced Diploma in COMPUTER STUDIES 





(09/05/2007 - 11/06/2008)
Knowledge Window Asia Pacific is affiliated with awarded by UNIVERSITY OF SUNDERLAND UK 
· Diploma in Business Administration ( DBA) ) 





(03/04/2006- 09/04/2007) Awarded by Asian College of  systems SRI LANKA
· Advance Diploma in information TECGNOLOGEY (IT UK) 



(05/01/2005  - 10/01/2006)
Awarded by BRITISH informatics of computer technology is affiliated with London College of Business & Computing UK

· Diploma in English & information TECGNOLOGEY ( DE&IT) 



(03/06/2005 - 28/06/2006)
Awarded by Oxford College of businesses

· Diploma in HARDWARE ENGINEERING (DHE)




                (30/09/2004 – 02/03/2005) 

Awarded by BRITISH informatics of computer technology 
· Diploma in Computerized ACCOUNTING   ( DCA )  




(20/12/2005 – 24/03/2006)                                   

Awarded by BRITISH institute of computer technology


     
DECLARATION
I do here by certify and declare that the above particulars given by me are true and correct to the best of my knowledge. 
Yours truly, 
…………………………………………………….
M.T.MOHAMED 
Dear Sir/Madam; 
Good day!!!

I Mohamed Irfan, graduate of Bachelor of Science (Hons) in Computer Applications & Diploma in Business Administration & Computerized Accounting would like to extend my interest and willingness to exercise, explore and develop my knowledge and capabilities to my field of profession. Being so, I would be grateful if you could consider my application as Accounting, HR/Admin, IT, Document Control, Security Operation or EHS /any related work Please find enclosed my CV for your consideration.   
As you can see from my attached CV, I have over 11 years’ experience in Sri Lanka, Singapore, Malaysia this are the country  above field and I believe the knowledge and Multiple skills built up during this time make me the right/perfect candidate for the role.

· Effectively lead an operational vision, direction, goals, plans, targets results to all employees and apply the Company procedures and self-motivated
· Responsible for developing strong teams, communicating the company vision mission of the organization

· Lead multiple dimensions and functions within each team & Lead the integration of innovation best practices at all levels

· Interpret high level financial information like and all other relevant documentation information

· ERP , POS, Payroll, Employee ID/ badge  Printing and Time Attendance Access system & Salary more than 400 staff

· Invoice for all clients and payments

· Handling ISO/QMS Documentations and International Labor Organization (ILO ) Standards and local  Law
· Provide analytic support for financial planning, forecasting, costing analysis, cost control, inventory and asset reports and on-going expense analysis reporting, and working closely with each area within the all department Planning.

· Accounting Software knowledge 
· Access Card system , Security Patrolling Clocking tour ,  CCTV Installations, Office Computers and Networking & Remote System in to Control Room and  all kind of PC repair
· VMS- Visitor Management System Develop for up one Customer request and installs Maintained (avoid security Manual/ book records every visitor and contractors entry and exit movement)

· Company Web Develop and Maintained 
· Standard Operating Procedures ( SOP ) 
· Stock control , inventory, estimate, purchasing , multiple new product Promoting & Manage the Business Continuation

· Screens potential business developing deals by analyzing market strategies, deal requirements, potential, and financials; evaluating options; resolving internal priorities; recommending equity investments.
· Indoor and outdoor Marketing 
Which when coupled with my enthusiasm and dedication has helped the business to grow up. I am confident that I can bring this level and more of success with me to your organization and help your company build upon their reputation as with my previous experience and expertise, I believe my contribution will have an immediate impact on the business. Now I am in Qatar, VISA STATUS NOC with Transferable Immediately available on request Looking forward new career and new experience in Qatar.
Thank you very much for your time and consideration. I look forward to meeting with you to discuss more my application further. 
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