[image: image1.png]



[image: image2.jpg]DESCON



[image: image3.png]TRE,
g

5
N 3

KOHAT
CEMENT




OVERVIEW










· Enthusiastic and hardworking professional, with experience of travelling to project sites around the country.

· Possess a great record of accomplishment of contributing to continued business improvement processes and meeting the projects objectives.

· Experience of working on utilities and structural projects etc.
· Strong track record of filling, reporting, project implementation, management and monitoring and evaluation.
OBJECTIVE












Seeking a position to enhance my skills and develop with the organization. I am looking out for a position with a reputed organization where I could use my core competencies,skills, knowledge and educational set for the mutual growth and benefit. 
QUALIFICATION











Degree


Institute


           


 Year
         
B.A (Graduation)

Kohat University of Science & Technology

2006

Kohat

Diploma of associate

Board of technical education Peshawar


2004                                                   
Engineer (Civil technology)
 Pakistan
F.A (PRIVATE)

Board of intermediate and secondary education

2003
Kohat                            


       

Matric (Science)         
GOVT. high school NO.03 Kohat                         
1999        
WORK EXPERIENCE
Babri Cotton Mills LTD Kohat  




(Feb 2016 to Jan 2017)

The mill is located in Kohat, Its Commercial production started in 1973. The Company is engaged in production of super fine counts of 80s combed yarn from extra-long staple cotton of USA Pima and CIS origin. We also manufacture and sell 52/s combed yarn which is being sold at premium.

I have worked here as Assistant Main store at Kohat for one year.Tasks/Responsibilities:
· Archiving and retrieval of files and reports.

· Monitor and/or maintainance of equipment and supplies.
· Records management.
· Performs other related duties as required.
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HSBC bank Bahrain
  



(Dec 2010 to Sep 2015)
HSBC Bank Middle East Limited is the largest and most widely represented international bank in the Middle East. It maintains a network of offices in various countries in the Middle East. It is one of the world’s leading banks, with a network covering 74 countries.
I have worked as a SERVICE DELIVERY Bahrain Credit Services Associate for five years.
Tasks/Responsibilities:
· Archiving and retrieval of files and reports.

· Updating of archived files and securities in the system.

· Credit security filing and staff request for files and security cheques.

· Scanning daily credit daily services, documents and facility letters.

· Daily documentation in the credit files and update review credit files and list the missing files.

· Checking the bulk documents for auto loan drawdown for Fakhro and AL- Zayani (traffic forms, quotations, ownership and insurance documents.

· Daily physical cheques reconciallation and reporting it to the managers and check in the system followed by filing.

· Helping the staff in checking the bulk documents such as invoices, which are usually send by customers to support their loan disbursement requests.

· Printing of facilities letters and audit confirmations.

· Updation of (to be obtained) Securities in the system as a maker.
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DESCON Engineerin LTD Pakistan


(July 2008 to May 2009)
Descon Engineering Limited is an integrated engineering services and manufacturing company operating in Pakistan and the Middle East. Its services encompasses engineering, procurement, manufacturing, construction, commissioning and maintenance. It is a multinational company renowned in the region for its quality, safety and on-time delivery of projects and products.
I have worked here as Site Supervisor (Earth Work) for one year.
Tasks/Responsibilities
Implementing production, productivity, quality, and customer-service standards; resolving problems; identifying construction management system improvements
· Meets construction budget by monitoring project expenditures.
· Maintains safe, secure, and healthy work environment by following standars and procedures and legal regulations.
· Establish & maintain sound leadership and teamwork.

· Make suggestions and recommendations for repair.

· Schedule delivery of needed materials and labor requests.

· Identify construction problems; provide timely and safe solutions.

· Ensure project proceeds in a timely manner.
· Maintain knowledge of company’s rules and communicate these to all workers.
· Collection of information about staff requirements and plan accordingly.
· Monitor and/or maintainance of equipment and supplies.
· Records management.
Kohat cement Company LTD
Kohat Pakistan

(DEC 2005 to June  2008)
Kohat Cement Company Limited (incorporated in 1980) is a manufacturer of Grey and White Cements. The plant is located in Kohat and Head office is in Gulberg, Lahore. The plant has a production capacity of 2.6 Tons/Anum of grey cement and 0.1Tons/Anum of  white cement. It sell cement through out pakistan and are a major exporter of cement to Afghanista and India.
I have served as a Site Supervisor and Material Supervisor in New Grey Cement Plant (6700 TPD).
Tasks/Responsibilities:
· Planning, organizing, and implementation of inventory operations and procedures.
· Reviews daily inventory activity; maintains accurate inventory master files, manufacturer

              and catalog numbers, minimums and material descriptions.
· Maintainance of new and old material.
· Maintainance of Material Safety Data Sheet (MSDS) files in an up-to-date status.
·  Performs other related duties as required.
· Ensuring all the data complies with legal regulations

· Making sure the information is protected and backed-up

· Regular reporting to higher manager
· Improving the technology used.

TAHA ENTERPRISES CHAKWAL Pakistan  
      
(Oct 2003 to Nov 2005)
TAHA Enterprises is a global traders of Cement.

I have worked as Site Supervisor in TAHA ENTERPRISES, BEST WAY CEMENT CHAKWAL PROJECT for two years.
Tasks/Responsibilities:

· Ensuring that all assigned work is completed on time and within agreed budgets.
· Attending meetings and communicate with Clients.

· Applying personaland  technical knowledge and experience to the development.
· Setting out Project works in accordance with Drawings & Specification.

Islamia poly technic institute Kohat Pakistan
I have worked as civil instructor at Islamia poly technic institue Kohat Pakistan
tasks/Responsibilities
· teaching to higher classes
· handling of management and office tasks.
PROJECTS/EVENTS ORGANIZED
· Attended 15 days Civil Defence basic general course in 2006
· One day training on telecommunication by Raabta Consultants Islamabad
COMPUTER SKILLS









I have 8 months diploma in computer, capable of the following programs:
Operating Systems
· Windows all version (95, 98, 2000, XP, vista, windows 7).

· Installation, Fault detection, maintenance of all above.
Office Automation

· MS-Word, MS-Excel, MS Power Point.
Advance Courses:

· AUTOCAD 2D+3D

· Inpage
· Adobe acrobat

· Drafting
Internet

· Net Surfing, Web, Email Sending, Reporting to Senior Staff
OTHER SKILLS:

· Expertise in data collection and supervising construction of work.
· Experienced in environmental design and management
· Good Reporting skills

PERSONAL QUALITIES

· Strong leadership qualities: Able to analyze and solve problems
· Strong Management Skills
· Able to develop and lead a team
· Good Communication and interpersonal Skills
· Ability to learn quickly and the flexibility to adopt to the changing environment
· Good confidence level
· Punctual

· Ability to handle stress.
· Always keep attention to details.

KNOWN LANGUAGES








I am proficient in the following languages
.

            
· English
(reading, writing, speaking) 

· Urdu
(reading, writing, speaking)
· Hindi
(understanding)
· Arabic 
(understanding)
· Pashto
(native)
~ References available when needed ~
KHURSHEED
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