                                                              IRFAN 
Email- IRFAN.372409@2freemail.com 
Career Objective

Over 10 years experience successfully providing administrative and secretarial support to the operational department. Proficient in a range of computer applications. Well-developed communication and customer service skills. Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines. A proactive problem-solver who gets the job done Organization.
Key Skills and Abilities
· Excellent time management skills: proven ability to effectively manage multiple responsibilities in a busy environment and to identify urgent tasks, ensuring they are prioritized and completed in a timely and accurate manner. 
· Ability to work under pressure: Highly experienced at operating in high-pressure situations where I have been required to carry out complex tasks within a short timeframe. I have experience processing highly technical information, and I remain calm and maintain a high standard of work when under pressure.  

· Planning and Organizing: Ability to plan own work and manage conflicting priorities. Ability to organize and coordinate administrative and logistical arrangements.
·  Communication: Good communication (spoken and written) skills, including ability to draft a variety of correspondence and other communications, summary reports, etc.

· Teamwork: Good interpersonal skills and ability to establish and maintain effective working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity.

· Other Desirable Skills - Excellent knowledge of computer office standard applications, such as Microsoft Word, Excel and PowerPoint.

Working Experience in Gulf

1.  GS CONSTRUCTION ARABIA CO. LTD. (GSCA), RABIGH, SAUDI ARABIA


Organization
 : 
Refineries, Gas and Petrochemical plants.


Position 
 : 
Office Clerk
Duration 
 : 
June 2013 to till date
2.  ALMEN TARIQ AL-GHANIM GEN.TRAD. & CONT. CO. (W.L.L), AHMADI, KUWAIT


Organization
 : 
Civil works and Build. Maintenance & Workshop


Position 
 : 
Admin Assistant 
Duration 
 : 
December 2010 to December 2012
3.  NEW INTERNATIONAL TECHNOLOGY CO. (NITCO), DOHA -QATAR


Organization
 : 
Operation and Maint. In the sewage sector


Position 
 : 
Technical Clerk / Admin Clerk
Duration 
 : 
 June 2008 to September 2009.

  (Roles and Responsibility)

1. General word processing. Filing, copying and faxing. Collation and distribution of minutes, reports and other documents.
2. Provide general administrative support to the Chief Executive and staff team.
3. Dealing with incoming materials and office supplies.
4. Maintain record of candidates by screening, interviewing, and testing applicants.

5. Coordinator Driving School with PRO to obtain driving licenses for staff and operators.
6. Coordinator Insurance Company to obtain Heavy Equipment Insurance.

7. Coordinator Traffic Police with PRO to obtain Heavy Equipment Registration.

8. Coordinator with PRC Heavy Equipment Department to obtain Heavy Equipment PRC Inspection.

9. Prepare Equipment Gate Pass and Material Gate Pass.
10. Prepare Demobilization Schedule for Equipment & Staff.

11. Coordinator Logistics company to Demobilize equipment to another country. 

12. Prepare document for Demobilize of equipment (Shipping Invoice, Packing list, Arabic Invoice & Re-Export Certificate etc) 
13. Notifying existing staff of internal opportunities.

14. Maintaining personnel records.
15. Obtaining temporary staff from agencies.

16. Update HR Spreadsheet with employee change request and processes paper work

17. Maintain record of Outgoing mail and general emails.
18. Ordering of equipment, Manage the filing, storage and security of documents. 
19. Respond to inquiries. 
20. Prepare an employment contracts agreements.
21. Administer the petty cash system and ensure appropriate record keeping
22. Prepare contracts for suppliers as advised.
23. Makes photocopies, faxes documents and performs other clerical functions.
24. Files papers and documents into appropriate employee files.
25. Provide additional support to the overall work and responsibilities of the Section. 
 Experience in India 
1.  TATA STEEL Under Sub Contractor Techno SOFT Services. Jamshedpur, Jharkhand.


Organization
 : 
Coke Plant 


Position 
 : 
Technical Support Officer 

Duration 
 : 
April 2006 to May 2008

2.  Institute of Advance computer Training, Dehradun, Uttaranchal.


Organization
 : 
IACT


Position 
 : 
Software Faculty

Duration 
 : 
October 2004 to October 2005.

3.  Advocate Piyush Goyal (Taxation Adviser), Dehradun, Uttaranchal.


Organization
 : 
Advocate Piyush Goyal


Position 
 : 
Computer Operator

Duration 
 : 
December 2003 to December 2005.

Education al Qualification

· 10th from B.S.E.B Patna 1999. 

· 10+2 from B.I.E.C Patna (1999-2001).

· One year Diploma in Software training from IACT 

· Bachelor of Business Administration (BBA) from Pt. Ravishankar Shukla University .
Additional Work (Computer hardware Maintenance) 

· Installation and configuration of Microsoft Windows Servers and Workstations in Windows 2000 professional, Server and XP/98/ME.

· Experience in network cabling and connectivity.

· Troubleshooting and Installation of OS [Windows].

· Servicing and replacement of faulty parts.

· A good hand in assembling PC and also in installation of software as per customer requirements.

· Experience and Good knowledge of Operating Systems like MS-DOS, Windows 98/NT/ ME/ 2000/XP/2003/Vista/07 and Linux.

· Experience in Worksheet works, Animation, Accounting, and in MS-Office 2010.

Languages  
· Fluency in oral and written English or Arabic and working knowledge of the other.  
Passport Details

· Place of issue
 :-

Patna

· Date of Expiry
 :-

18/03/2018

Personal Details

· Date of Birth
:-
11/12/1984

· Marital Status
:-
Married
· Nationality
:-
Indian

        Date:………………………

        Place:……………………..





