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JOB APPLICATION - SCREENING FORM — WALK IN

CVNo [ 36p L
PRELIMINARY INTERVIEW
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PIOTESORTOCEE T QFFICE [S1TE  AdMIiaiSTRATION
Industry Background CoNSTRUCTIaN
Employment Status O Employed back in Home Country O Employed in Gulf 2fob Less-Unemployed
Nationality INDLAN Place of Birth / City of Origin MANNLUR =TRICHUR . KERNLD
Gender El/:’v?aie O Female Marital Status O Single Warried [ Sepa
Religion HINDHU Birth date { DD-MON-YEAR) I, ~-i-1930
Languages Mother Tongue  MALAYALAEM Other Languages Ew~valiSH, Hinol, j<AnnADA
Qualification / Education Bse CHEMIST Ry
Gulf Experience Months Total Experience
Gulf Driving License O ves ®FNo ’ Do you have own car? O ves &No
Visa Status [ Visit D/Ernpluymenl [ Dependent Visa Validity Date DQF MOR Y2015
Last Drawn Monthly Salary Currency AED | value HOOO Minimum Expected Salary | Currency Value S 000 +
Career Level [ Fresher {h cutive ﬁtpnrvumy O Managerial

Mention your preferred location for future job? B'UAE_ DUBRA | A RBYWAg O Qatar O Szudi Arabia O Bahrain [0 Oman O Kuwait

What is your arrival date in Gulf Country? 2 2.-08- 2008 What is the reason for your Job Search? PROJECT FinISHED ((a mp‘_e‘rfa}

How much notice period you will need to join new position? gcanmin immediate #1 Week 01 Month O

Do you have any kind of health condition which can hamper you to perform your duties? m’ Fit to work mz—'s

Do you have any kind of outstanding loans / finance / credit card facilities to repay? E(Ne 0 Yes

Do you have any kind of civil or criminal cases pending against you in any courts? E/No O ves_

Please write here your IT Skills or what software applications you can operate comfortably.

MS OFFIcE (Exeet , inep)

ABTCTT Y 7o _FAST 1YP& WoRDS As weie A NUMEERS
What are your professional talent / capabilities? Describe in detail. [ qan 4 qdicle |EpanCR, ABIGT vy 7> FAIT T
2 2 ¥ oE

Focus oo/ T0 8 inv A Busy of FICE, SetiD TEAm PLayee

MULTI TASK,  work UnnER prES3URE,

PCL Certificate Gulf Experience l High Academic Scores - Mark Sheet l Worked 2+ yrs with employer ,
Fitness Certificate Gulf / Intl Driving License Post Graduzate & Above Cducation Promoted in Previous Job
IT Literacy \ Arabic Proficiency OnJob Training Certificates ' Awards or Appreciation

IELTS Proficiency Experience Verified ’
Bonus Score [ +Gulf Score \ + Education Score Qﬁ + Experience Score :Q\
Based on documents scree;xed by our HR Assistants the candidate has achieved following score points. Total Score Achieved é

Documents Screened: [Resume EXPassport / Signature ID @Education Certificates EExperience Letter [ Salary Slips
CkContract / Offer Letter Copy B Promotion Letter ﬁ’Training Certificates [& Driving License O Other






Gulfjobseeker CV No: 113604

To interview this candidate call:  971505905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
CAREER OBJECTIVES
To secure a challenging official where I can put forth my knowledge and excellence with an optimistic outlook of organizational growth and self development 
To seek a competitive place in an organization based on my experience in the fields of Administration Officer, Document Controller, H.R.Officer that utilizes my knowledge and provides me with versatile and challenging responsibilities.
CAREER PROFILE
Presently working as an ADMIN OFFICER in Reputed Firm from June 12 2013 to till date.
Project: IRP II (INTER REFINERY PIPE LINE PROJECT), Al Ruwais- Abudhabi.- UAE.
Worked as TIMEKEEPER in Abu Dhabi- UAE from March 2011 to  june 2013
Project: Borouge-3 Project (Abu Dhabi Polymers Company) Al Ruwais- Abu Dhabi.
Worked as a TIMEKEEPER in Reputed Group LLC. Abu Dhabi- UAE from August 2008 to November 2010.
Project: Al sowah islands Roads and Bridges- ABUDHABI
Roles and responsibilities:
· Coordinate with the Staff and Workers in the organization.

· Allocate the work force to various locations as the instructions from the Project Manager

· Check the attendance of Employees Daily basis and mark Absenteeism if any

· Keeping All Records of Employees in a Systematic Manner. 

· Keeping Records of Passport, Labor card, Emirates Id, Health Card and CNIA Pass of all employees and takenecessary steps for renewal if any.
· HR Services for  Vacation Leave, Sick Leave , Resignation and Termination etc

· Check the staff requirements and provide necessary things for the smooth running of the site.

· Petty Cash Dealing for Petrol, Office, Store and site Activity.

· Coordinate and arrange Vehicles for the Transportation of Employees.

· Check the invoices and sent back to Finance Department after the approval from PM.

· Making wages sheets at the end of the month. 

· Provide  Accommodation facilities for employees, Food for the Site  etc
Other Experience: 
· Year June 2007- 2008 I worked as a Marketing Executive in M/s Chemtech Chemicals Angamali, Kerala, India. 
· Year June 2003 - 2007 I am in M/s Elite Enterprises, Karnataka, India as a cashier 
· I have three years (December 2000-June 2003) of experience in M/s B.D Exports in Mumbai, India as an office clerk /computer operator. 
· Year June 1998 – December 2000 I am in the position of Computer operator in M/s Auto Parts Distribution in Mumbai, India.
Education Profile

· Completed Bachelor of Science(Chemistry)in the year 1989-1992 under University of Calicut, India 
· Passed Pre Degree (Mathematics and Science) in the year 1986-1988 under University Of Calicut  

· S.S.L.C under Board of Examination, Kerala, India.
Computer Proficiency
· Diploma In Computer Application

· Excellent knowledge in MS Office, Internet and Email

· Excellent Knowledge in handling Kronos Software. (Software for Time Management for the staff and labours)
General 
· Self starter with an optimistic attitude
· Strong initiative and creative on the job
· Hard working and commitment to the job concerned
· Self confidence and effective communication.
· Ability to master the situation 
· Ability to work under pressure
· A solid team player who is always willing to help others
DECLARATION: 

I here declare that all the statements furnished above are true, complete and correct to the best of my knowledge and belief, if you give me an opportunity I will do my best to give you satisfaction 




