
CURRICULUM VITAE

	Yasir 



	OBJECTIVE: 
                         Nine years of experience in  Office Administrations  

I would like to pursue a dynamic career that 
Offers challenges and long range growth opportunities, utilizing my organizational and interpersonal skills and experience.  
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JOB CATEGORY
·        Office Administrator, Office Coordinator, 
EDUCATIONAL QUALIFICATION 
· Bachelors in Arts:Islamia University Bahawalpur, Pakistan(2002-2004)
· Intermediate: Board of Intermediate & Secondary Education, Bahawalpur, Pakistan(2000-2002)
· SSC: Board of Intermediate & Secondary Education, Bahawalpur, Pakistan(1998-2000)
TRAININGS ATTENDED 
· Quality Awareness Training ISO9001:2008 (Al Jaber Energy Services LLC-Abu Dhabi)
· Advance Internet Search Skill Work Shop   (US Consulate General Lahore-Pak)  

· ZADCO Offshore Training (ETSDC-Abudhabi)
· Travel Safety By Boat (ETSDC-Abudhabi)
· Basic H2S Training (ETSDC-Abudhabi)
COMPUTER SKILLS
· MS- Office (word, excel, power point).Auto Cad, Graphic Designing
· Operating System
:  Windows XP, Vista, Windows7. Windows8.
· Internet concepts
: Mailing, Browsing, Chatting, Advanced Internet Searching etc.
RESPONSIBILITY

· Preparing Daily Weekly& Monthly Reports and MOM
· Coordinate with Planning Logistics and camp for accommodation and transportation

· Co-ordinate with support office for employee passport renewal and Visa renewal. 

· Maintain the registers such as Camp Accommodation, Leave Employees, Resigned Employees, Termination Employees 
· Arrange transportation to all Site employees, Office staffs and Airport pick & drop.
· Typing drafts & letters as per managers request.
· Tracks office supply inventory and approves supply orders
· Prepares presentations, memorandums, proposals and correspondence

· Preparing daily time sheet of staff and monthly time sheet of staff for client.

· Maintaining other official records of Company profile, Technician training records, Audit reports, 

· Monitoring calibration equipments register and worksheets 
· reviewing and updating health and safety policies and ensuring they are observed
· Assigns jobs and duties to office staff as needed
· Prepare daily. Weekly and monthly man hours report.
· Schedules appointments and meetings for executives and upper level staff
WORK EXPERIENCE – (Nine years of experience in Office Administrations) 
· Project Participated
             :  EPC2-Civil Work
Project Owner                         :  Zadco

Main Contractor

:  Petrofac



Sub Contractor

:  Energy Servicies

Inclusive Date

:  1st September 2014 till date

      
Position


:  Office Administrator
· Project Participated
             :  Tacaamol Aromatics Project (TAP)

Project Owner

:  Abu Dhabi National Chemicals Company PJSC - ChemaWEyaat



Main Contractor

:  Energy Servicies

Inclusive Date

:  01st December 2013 to 31 August 2014
      
Position


:  Office Administrator
·  Project Participated
             :  RUWAIS REFINERY EXPANSION PROJECT (Civil works area I, II & III)

Project Owner

:  TAKREER


Main Contractor

:  G.S. Engineering & Construction Co. (Civil works Area II)


Sub Contractar

:  Energy Servicies

Inclusive Date

:  20th October 2012 to 30thDecember 2013
      
Position


:  Office Administrator
·  Project Participated
             :  CENTRAL PARK HOUSING SCHEME
Main Contractor

:  Urban Developers.
Inclusive Date

:  June 2010 to July 2012
Position


:  Office Admin 
· Employer

             :  Telenor Franchise, Fort Abbas, Pakistan
Address


:  Waqas communication near baby park fort Abbas.
Inclusive Date

:  June 2009 – April 2010
Position


:  Office Manager
· Employer

             :  Mobilink Franchise, Hasilpur, Pakistan
Address


:  Brothers communication Model Town Vehari Road Hasilpur.

Inclusive Date

:  June 2007 – June 2009
Position


:  Office Manager
· Employer

             :  Mobilink Franchise, Chishtian, Pakistan
Address


:  Iqbal Tele Systam Faisal Market Highway Road Chishtian.

Inclusive Date

:  May 2005 – June 2007
Position


:  Sales Manager
PERSONAL DETAILS

· Date of Birth


: 1st  April 1984

· Nationality


: Pakistani
· Religion


: Islam    

· Marital status/Sex

: Married / Male

· Language Proficiency

: English, Hindi, Punjabi, Arabic ,Urdu
DECLARATION
The above details are true and correct in the best of my Knowledge and belief. I Promise to render satisfactory services with loyalty and devotion if I appointed in your esteemed organizations.
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