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IT Coordinator
SHARJAH, UAE  
imran.370418@2freemail.com 

AREAS OF EXPERTISE
PERSONAL SUMMARY
· IT Coordinator
· IT Administrator
· Office Administration
· Admin /Executive secretary



To utilize my knowledge for achieving the target and development of the organization. I would like to implement my ideas and skills for the growth of the organization. I’ll be sincere in work and keep up the company's information and Official correspondence Confidential. As I have 5 Years of Experience in gulf and India I am looking forward for a wonderful opportunity not just to boost my career but as well as to boost the overall performance of the company.
Keen to find a challenging & suitable Administrator position with an ambitious company that offers opportunities for career development and advancement.
PERSONAL SKILLS
ACADEMIC PROFILE
· Generating new ideas
· Innovative
· Focused



Completed BCA in The American College Affiliated to Madurai Kamaraj university-Madurai

Completed  Higher  Secondary  in  Meenakshi  Matriculation  Higher  Secondary
School, Madurai

Completed
S.S.L.C
in
Chandler
Matriculation
Higher
Secondary
School,
Madurai.
WORK EXPERIENCE 1
TRUST LAWYERS & LEGAL CONSULTANTS, SHARJAH, UAE.
DESGINATION: GROUP IT COORDINATOR
PERIOD: April 2016 to present

RESPONSIBILITIES
· Monitoring the Inbound, Outbound call logs and providing the Call Recordings as requested by the TL’s and Managers
· Providing 1st line technical support, answering support queries via phone & email
· Coordinating with the Indian Software Development team and providing Support when there is issue in the CRM
· Carrying out user administration and set up, Creating and maintaining email profiles for users
· Expert in handling and installation of Windows Operating Systems- XP, 2007, 2008 and 2010 versions
· Support the following technologies: Microsoft Office 2007 products – Outlook, Word, Excel, Access, Internet Explorer, desktops, laptops, printers, networked copiers, basic LAN/WAN connectivity and others as assigned
· Excellent organizational and coordination abilities
· Using remote control software tools to provide fault resolution and diagnosis
· Installing, configuring, administrating of the software applications, Backup Management, Reporting and Recovery
Managing and Maintaining the Servers, PC’s, Routers and Switches
· Maintain licenses and upgrade schedules
· Providing investigation, diagnosis, resolution and recovery for hardware/software problems, When unable to resolve, escalate to second or third level in accordance with Help Desk escalation processes
· Provide advice on the most suitable IT choices.
WORK EXPERIENCE 2
Style De Vie CB L.L.C, Dubai, UAE
DESIGNATION: IT ADMIN
PERIOD: May 2014 to June 2015

RESPONSIBILITIES
· Fixing hardware supplies like CCTV, Time attendance machine, Networking layout etc.,
· Complete administration and maintenance of CCTV, Access control, time attendance and security systems
· Provide technical support or training for systems and networks
· Expert in all kind of in-built and Third party Application for CCTV, Time attendance
· Managing service requests, software installations, new computer setups, upgrades, etc.
· Wide Knowledge in online Configuration of CCTV and Remote troubleshooting
· Expert in handling Windows Servers Operating Systems-2003, 2008 Versions and 2012 versions
· Software product installation for clients and in the office
· Understanding of TCP/IP protocols and LAN/WAN configuration
· Expert in CAT Cable & LAN Networking termination and testing
· Installation of Operating systems Like Windows XP, Windows 7, Windows 8 and Server Operating systems
· Desktop/Laptop on-site and phone support, Printer/Fax support ,Backup system support, Updating current infrastructure, deploying new equipment and Monitoring daily backups
· Managing all the IT support, functions and responsibilities both in the office and for the clients.

WORK EXPERIENCE 3
SCR Soft Technologies Pvt. Ltd, Chennai, India
DESIGNATION: Software Testing Engineer
PERIOD: Feb 2011 to Mar 2014 (3 Years)

PROJECT EXPERIENCE
· WIL (Wheels India Limited)-Have worked in creating QMS (Quality Management System) Software for maintaining their product’s Quality which includes APQP/PPAP.
· This project took nearly one year duration to get completed
· Ceat Tyres- Engaged in creating DMS (Document Management System) Software to Maintaining Documentation.
· (Jan 2012-July 2012)
· Ceat Tyres- Engaged Working on Ceat’s Vendor portal a website for the use of both Ceat Users (Particular
Department) and also for their Vendors (Aug 2012- Mar 2013) successfully completed the Project before leaving the Company.

RESPONSIBILITIES
· Testing the application/software form end users side with every update and reporting the team if there is any run time error or bug found
· Maintaining data base of the application
· Fixing Appointments with the New Clients For Online Demo and explaining the product (Business Development)
· Dealing with Clients Regarding the Application/Software and assisting them if there any Doubt in Using the Product.
· Setup computers and install software for various applications and programs
· Interact with staff on desktop problems and their resolution
· Test computers to ensure proper functioning of computer systems
· Train end users on usage of computer hardware and software
· Network and connect computers within organization to better communication
· Order or buy computer systems and liaise with purchase and supplies department
· Maintaining computer peripheral devices like printers and resolve associated problems.

EXTRA CURRICULAR ACTIVITIES
· Won prizes in Extracurricular activities like karate, Dance, athletics
· Participated in scout and guides programs.
· Taking part in marathons and charity events.

INTERPERSONAL SKILLS
· Willingness to learn Emerging Technologies and Enhanced Software
· Ability to deal with people Diplomatically
· High knowledge to deal with IT tasks and software troubleshooting
· Got good experience in Multi Tasking
· Good Communication Skills
· Excellent interpersonal and customer-facing skills
· Ability to handle stress
· Expert in handling MS Excel and MS Word
· Leadership Quality and Ability to take any responsibility given to me
· Good in Decision-making, act spontaneously according to the situation.
	
	
	
	PERSONAL PROFILE

	•
	Name
	:  Imran Khan S

	•
	Father Name
	:
	Shajahan K P

	•
	Date of Birth
	:
	24 August 1989

	•
	Languages Known
	:  To read and write Tamil, English and to speak Malayalam, Hindi

	•
	Hobbies
	:  Listening to Music, Dancing, Long drive, Reading Magazines, Playing cricket and other

	
	
	
	Sports

	
	
	
	

	
	
	
	PASSPORT AND VISA DETAILS

	
	
	

	
	Validity
	: 17/April/2023

	
	Nationality
	: Indian

	
	Visa
	:  Residence Visa

	
	Availability to join
	: Able to join in a month upon selection if the package is well enough.



DECLARATION
I hereby confirm that the information given above is true to best of my knowledge a belief.
PLACE:
DATE:
(IMRAN)
