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RESUME
IMRAN 
Imran.356417@2freemail.com
Objective
To pursue a challenging career in leading and progressive research organization offering opportunities for utilizing my skills towards the growth of the organization.
Profile
    Skilled user of Technology and strong client relationship.
    Detail oriented “multi-tasker”, able to balance completing priorities & tight deadlines.
    Highly organized, Energetic & Patient, Self-driven to achieve specified goals.
    Effective communicator with polished telephone lines, Interpersonal & Writing skills.
    Ability to understand and adjust ever changing work scenario & Team Player.
Professional Experience
  Company:  INNOVATIVE CONSULTANTS, MEDAVAKKAM, CHENNAI, INDIA.
       Designation – Customer Support Cum Admin Executive.

       Period: SINCE DECEMBER 2015 TO TILL DATE.

       Job Responsibilities: 

· Arranging office supplies, mobile and network connection, travel arrangement to employees.

· Office Maintenance, Courier distribution to respective heads and maintaining Petty Cash.

· Taking care of customer’s queries, complaints, feedback’s and requests, correspondence etc.
· Maintaining attendance of employees and also preparing Salary sheet. 
  Company:  ORGANIC FOODS DMCC, JUMEIRAH LAKES TOWER, DUBAI – UNITED ARAB EMIRATES.
Designation – Accountant and Admin.
Period: FROM APRIL 2013 TO SEPTEMBER 2015 (02 YEARS 05 MONTHS).
Job Responsibilities:

Preparing  Performa  Invoice  /  Commercial  Invoices  and  following  up  for  payments  from buyers.
    Uploading Purchase and Sales Contract on Company website.
    Maintaining accounts books of company in Tally ERP 9.
    Payroll, Bank reconciliation, letter of credit, Maintaining Cash In and Cash out Log.

Maintaining all laptops, servers with latest software’s and troubleshooting. 
    Preparing projected budgets for sales and expenses for the company and its subsidiaries.
    Assisting Finance Manager for arranging funds by approaching to banks and investors.
    Preparing check sheet and Weekly Process Report over online company software.

Preparing salary sheet of employee and processing salaries to employees after management approval.
    Arranging office supplies.
· Taking care of telephone desk and transferring to respective departments.

· Visiting Foreign Embassy for employees documentation and visa arrangement. 
· Preparing liquidation final Sheet and forwarding to Management for approval.
· Online payment / funds transfer to respective heads.
· Taking care of purchase of Office equipments after comparing best quote from supplier. 
· Taking care of Travel Desk and preparing price comparing sheet from travel agent. 
  Company:  CAPEX INTERNATIONAL, DULER MAPUSA - GOA, INDIA.
Designation – Office Assistant.
Period: FROM JANUARY 2012 TO MARCH 2013. (01 YEARS 02 MONTHS).
Job Responsibilities:
    Preparing quotation, Performa Invoice, purchase order.
    Promoting company products online by email and indoor sales for walk-in customers.
    Maintaining stock record and the other Inventories.
    Maintaining and troubleshooting office computers and printers.
· Taking care of Correspondence emails. 
· Visiting client office / restaurants / hotels for equipment requirement.  
  Own Family Business :  BLOSSOMS BOUTIQUE, BETIM, PANAJI - GOA, INDIA. 
Partner cum Proprietor 
Period: FROM OCTOBER 2004 TO DECEMBER 2012 (08 YEARS 02 MONTHS).
Job Responsibilities:
    Indoor Sales to walk-in customers.
    Maintaining petty cash.
    Promoting  business and products by emails ads.
    Recruiting staff and salary transfer in cash. 
    Preparing sale invoice and processing payment .
Education
    HSSC in Goa University – Goa INDIA, Year of passing 2004
Computer Skills
  GNIIT Diploma in Software and Hardware Engineering from NIIT institution, Panaji-Goa.
  Certified in Accounting Package & Tally ERP 9 & IDS Package, from NIIT institution, Panaji-Goa.
       Operating system knowledge: 
· Windows 95 & 98 ,Windows NT 4.0,Windows 2000 & 2003, Windows XP, Windows VISTA,  Windows 7 , Windows 8.1, and Windows 10.
    Microsoft  OFFICE, Tally ERP 9
    Installation & Configuration of Network Printer and Desktop Printer and networking.
    Installation of software (MS Office, Acrobat Reader, Antivirus, Team Viewer,   PhotoshopCS3, Coral Draw, Auto Cad, Visual Basic, Nero etc.
    Installation, Configuring and Troubleshooting of Microsoft Outlook.
    Applying Antivirus patches and update packages.
    Maintaining and Troubleshooting of Laptops, Desktops systems and Servers.
Personal Details
Nationality                   :         Indian.
Language Known       :          English, Hindi, Konkani, Marathi, Urdu and basic Tamil.
Motto: To be an Asset for the Company.
I hereby declare that all the above details are true to the best of my knowledge.
Name : IMRAN 
DATE:              
 PLACE:
