[image: image1.jpg]


Shameer 
E-Mail: shameer.107980@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
CAREER ABSTRACTS

A judicious professional with over 10 years’ GCC experience in Administration, HR, Document Controller, Project Management, and Client Relationship Management with reputed organizations. A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding human resource, administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of Administrative and HR activities. 

PROFICIENCY FORTE

Functional skills

Administration /HR Management
· Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.

· Developing constructive and cooperative working relationships with others, and maintaining them over time.
· Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.
· Manage capital purchases, direct vendor relations, generate and maintain equipment tracking records.

· Collaborate with departmental managers on weekly postings for master reports.
· Supervising the work of office juniors and assigning work for them. 
· Providing HR support, guidance and expert advice to colleagues and managers. 
· Ensuring all HR administrative records are updated and maintained
Ensuring all documents is as up to date as possible within electronic filing systems. 

Client Relationship Management 

· Liaising with clients on a regular basis to update them with project status. 

· Maintaining close coordination with clients for receiving and reviewing content, changes and additions.

· Establishing the look, graphic elements and content of communications materials in coordination with client.
Project Management

· Preparing project plans, terms of references and post implementation review documents.

· Implementing & ensuring strict adherence to quality standards, for delivering a high quality product to the client.
· Making an effective Business Plan presentations 
· Organizing special sales projects, such as sales promotions, advertisements, etc.
· Negotiating with companies and advertising agencies.
· Identifying and managing potential distributors, vendors and sales agents
· Contact suppliers to resolve missed deliveries, short shipments and pricing discrepancies.
Document Controller
· Maintaining a tracking facility to enable documents to be updated easily.
· Managing and maintaining all documents through electronically. 
· Ability to plan, organize, lead and coordinate the Document Control function within our multidisciplinary Engineering group, in order to meet the needs of the projects, proposals and Company’s quality requirements and timely deadlines.
· Assist with the implementation, management and administration of the electronic document management system.

· Perform document control & Quality management activities.

· Well versed in on-line document management system.

· Thorough knowledge of electronic documents management systems (Aconex, SharePoint)

· Good understanding and experience of document control systems, technologies, databases, processes and procedures.
Technical Skills

· Print Graphics            :  Adobe Photoshop & Illustrator, In Design, Page Maker, Adobe Acrobat, Quark press, Corel Draw

· Web & Multimedia    :  Adobe Dream weaver, HTML, CSS, Image Ready (Graphic Based sites)

· 2-D Animation 
 :  Adobe Flash, Swish 2.0, GIF Construction Set.

· Accounts 
               :  Tally, Peachtree.
· MS Office

 :  Word, Excel, Power Point 
OCCUPATIONAL CONTOUR
Galfar Engineering – MUSCAT –OMAN (From 2012)

Galfar Engineering & Contracting SAOG is Oman’s largest construction company with EPC capability in Oil & Gas, Roads & Bridges and Civil & Utilities sectors operating in Sultanate of Oman. Galfar is a Public Limited Company listed in the Muscat Securities Market. In addition to the Oman, Galfar also has operations in Kuwait, India and has associates in Qatar and U.A.E
Significant contributions 

· Assist with the implementation, management and administration of the electronic document management system.
· Administrative support in HR related jobs.
· Coordinate with departments for submission of information such as timesheets, supporting documents, and annual leave etc. 
· Maintenance of Important Correspondences & Control of important documents.
· Maintain registers of all receipts and issues or submissions of documents and correspondence.

· Daily routine activities of document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents and drawings.
· Significantly involved in updating, uploading various data’s in Muscat Expressway project.
· Responsible for controlling all documentation related activities in a project.

· Manage capital purchases, direct vendor relations, generate and maintain equipment tracking records.

· Supervising the work of office juniors and assigning work for them.

· Providing HR support, guidance and expert advice to colleagues and managers.

· Ensuring all HR administrative records are updated and maintained.
· Provide administrative support to Project Director in a timely and courteous manner.
· Review and verify the completeness and accuracy of all documents and system entries prior to forwarding to relevant approval and/or payroll processing. 
· Preparing the presentations and HSE posters. 
· Monitoring and making reports of the movements of all company vehicles using IVMS

· Preparing daily and month end vehicle utilization report. 
MARKETING LEADERS – DOHA – QATAR (2008 –2012)
Marketing Leaders is to offer a complete range of Services including but not limited to Advertising and Promotion, Media Planning, Event Management, Outdoor and Indoor, Web Development and Corporate ID, web design, Creative Artwork, Advertising & Media Planning, Event Management, Exhibitions, Digital Printing, Web-Design & Multimedia Solutions, 
Significant contributions 
· Implementing & ensuring strict adherence to quality standards, for delivering a high quality product to the client.
· Developing contingency plans and strategies for countering & mitigating risks. Managed project deliverables and ensured completion, delivery of the project within time and budget.
· Manage capital purchases, direct vendor relations, generate and maintain equipment tracking records.
· Collaborate with departmental managers on weekly postings for master reports
· Identifying and managing potential distributors, vendors and sales agents
· Ensuring all HR administrative records are updated and maintained
Pier Import LLC / Elite Architects – Dubai –UAE (2006 – 2008)
Elite is reputed architectural consultancy with municipality- accredited structural and MEP engineers in the field of building and construction.  Pier Import caters to UAE’s most discerning clientele, offering a wide range of stunning interior products.
Significant contributions

· Assist with the implementation, management and administration of the electronic document management system. 

· Inventory control through MRMS (Microsoft retail management system).
· Contact suppliers to resolve missed deliveries, short shipments and pricing discrepancies.

· Supervising the work of office juniors and assigning work for them.
· Ensuring all HR administrative records are updated and maintained.
· Negotiating with companies and advertising agencies.
Sep’04– Mar’06
 Softnet Technologies – Kerala, India 
Significant contributions
· Liaising with clients on a regular basis to update them with project status. 
· Pivotal  in designed and developed Various Flash animations, web sites, Brochures, Labels, Product Packages and Logos.

· Responsible for development of various types’ of banner advertising, news paper advertising for promotion products.
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