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    Curriculum Vitae


    IMRAN   

IMRAN.350672@2freemail.com  

	OBJECTIVE
	To seek a challenging and dynamic assignment in an organization that offers learning opportunities and professional growth while being resourceful in achieving a steady career.


· ACADEMIC QUALIFICATION:
· Madhyamik Passed from W.B.B.S.E. with 2nd Division in the year of 2007
· Higher Secondary passed from W.B.C.H.S.E. with 2nd Division in the year of 2009
· B.Com. passed from Calcutta University  in the year of 2012
· M.Com. appeared from IGNOU

· COMPUTER COURSES:
· Familiarity with working in MS Word , MS Excel
· Proficient with the use of windows XP/ 7/ 8/10 and Internet Applications
· Exposure on Account Packages like Tally ERP 9, Ex- Next Generation
· PERSONAL:

· Approachable with a friendly outgoing personality
· Extensive PC skills including MS Outlook, MS Word and MS Excel
· Physically fit and able to stand and walk for a long period of time
· WORKING EXPERIENCE:
· DTDC EUROSTAR COURIER AND CARGO LLC(UAE) (November 2014 to till date)

As an Operation Assistant
· Job Responsibilities:-
· Managing activities in Operations Department

· Accurately updating all data into computer (software) and manual record system

· Maintaining Operations, Dispatch, Imports, Ops Service Quality

· Handling inwards and outwards of mail on daily basis

· Sending commercial invoice, packing materials, printed airway bill to customers
· Tracking the shipments status in the system (software)
· Updating the shipments status in the system (software)
· Maintaining MIS report for the entire customer and updating it regularly with the status
· Having coordination with the customers for the deliveries
· Oversee day-to-day operations of stationery warehouse and report to HR department
· Coordinating with All Dept. & Management and branches
· Preparing the delivery report on MS excel on daily basis
· Receiving import shipments from India, Iran, Kenya, China & Sri Lanka and tally with the received manifest on excel and update in the system (software)
· Uploading all bulk shipment details in the system (software)
· Assigning pickup to GSA route wise regarding collection of documents or non-documents from customers
· Sorting the shipments route wise in separate boxes for delivery
· Calling to the customers regarding delivery, taking location and updating in the system (software)
· Key achievements 

· Accuracy in sorting, dispatching and data entry work was well appreciated by the management
· Bidhannagar Police Commissionerate HQ (KOLKATA,INDIA) (13th October 2012 to 7th November 2013) As an Office Assistant 
· Job Responsibilities:-
· Coordination in office 
· Interact & coordinating with different departments 
· Coordinating with All Dept.  
· Drafting of letters and dispatching of letters
· Receiving the letters and proceeding to ACP 
· Sending the important information and e mails. 
· Responsibility for files maintenance, documentation & follow up. 
· Maintaining proper and orderly file report

· Maintaining the GD files of theft laptops 

· Updating and guiding to the Complainant on Facebook 
· Updating all the cases in the system (software) receiving from different Police Station
· Key achievements 

· Accuracy in data entry work was well appreciated by the department
· Tech Mahindra – Reliance Communication Process (BPO) (KOLKATA, INDIA) (June 2011 to February 2012) As an Customer Care Executive 
· Job Responsibilities:-
· Receiving inbound calls from customers 
· Understanding and resolving service related queries
· Listen attentively to customer s needs and concerns
· Coordinating with service team and forwarding the queries and request details Managing a customer base 

·    OTHER ESSENTIALS:
· Good Knowledge of basic Accounts

· Having Knowledge of Journal Entry

· Excellent Microsoft office skills
· Client management skills

· Attention to detail

· Diary management skills

· Ability to work under pressure

· Excellent Impersonal skills

· Excellent communication skills especially in written and spoken English

· Flexible

· Proactive and a self-starter

· PERSONAL INFORMATION:

Date of Birth
:
 5th December 1989
Nationality
:          Indian

Religion
:          Islam
Caste
:          Muslim

Sex
:          Male

Martial Status
:          Single
· LANGUAGES KNOWN:

· English, Urdu, Bengali & Hindi

· DECLARATION:

· I do here by declare that above statement are true and correct to the best of my knowledge.

