



CURRICULUM VITAE
· POST APPLIED OF : - ……………………………..
CAREER OBJECTIVE : - To obtain a good position in a growing positive organization that will utilize my complete ability and skills.  
 IMRAN






EMAIL ID
   :-
IMRAN.335683@2freemail.com 
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OBJECTIVE : -
I am a diploma in computer holder, Having good performance and professional study records. I am willing to work in competitive working environment. 
I accept challenges in the new technologies and having good team sprit for achievement of the organization goal.
SKILL/SET : -
Excellent communication skills
My admissibly Administrative ability
Excellent time management skills and the ability to prioritize work
Good internet research abilities and strong problem solving skills
Outstanding organizational skills with the ability to multi-task
COMPUTER SKILL : -
Microsoft Office: MS Word, MS Excel, MS Outlook and MS PowerPoint

Adobe Package: Photoshop, Dreamweaver, Flash Professional, FTP
TECHNICAL QUALIFICATION : -
ADVANCE DIPLOMA IN COMPUTER APPLICATION (ADCA) :- From HI-TECH COMPUTER CENTR, BIHARSHARIF, in year 2011 

EDUCATION QUALIFICATION : -
HSC :- From ALLAMA IQBAL COLLEGE, (B.S.E.B),  in year 2013 

Work Experience in INDIA: 04 YEARS APPROX : -
· Company          :    
E-zoneOnline
· Address   
   :
 F-11, Okhla, New Delhi, India - 110025
· Period               :    
04th Mar. 2013  TO 28th Feb. 2015
· Designation      :    
Office Clerk

· Company          :    
Anush Enterprises Pvt. Ltd
· Address
   :
Unity Complex, Mira Road (East), Thane 40117
· Period               :    
24th Apr. 2015 to 23rd Nov. 2016.
· Designation      :    
Administrative Assistant 

JOB DUTIES/RESPONSIBILITIES : -
	· Answer telephones, direct calls and take messages
· Complete work schedules, manage calendars and arrange appointments.
· Write and distribute email, correspondence memos, letters, faxes and forms

· Maintain and update filing system, inventory, and database systems, either manually or using a computer. 

· Update and maintain office policies and procedures

· Review time sheets, work charts, wage computation, and other information to detect and reconcile payroll discrepancies.
· Process paperwork for new employees and enter employee information into the payroll system.

· Verify attendance, hours worked, and pay adjustments, and post information onto designated records.

· Operate office machines, such as photocopiers and scanners, voice mail systems and personal computers.

· Troubleshoot problems involving office equipment, such as computer hardware and software.
· Liaise with executive and senior administrative assistants to handle requests and queries from senior managers


PERSONAL INFORMATION : -

Date of Birth


:  
12/02/1995

Sex



:  
Male

Language Known

:  
English, Hindi & Urdu

Religion


:  
Islam

Marital status


:  
Unmarried
Nationality


:  
Indian

PASSPORT DETAILS : -
Date of Issue                   
:           03/06/2016

Date of Expire                 
:           02/06/2026

Place of Issue                  
:           PATNA
DECLARATION : -
I hereby declare that the above mentioned information is true and correct to the best of my knowledge and belief.

Date     :-                                                                          


