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ADMINISTRATION & FACILITIES MANAGEMENT PROFESSIONAL
11 years 07 Months’ rich experience in delivering optimal results & business value in high-growth environments

PROFILE/ RESPONSIBILITIES   
· Competent and result oriented professional offering over 11 years 07 Months of experience in Facilities Planning & Management, Housekeeping, Asset Management, Security, Food and Beverage, Wages, Employees Visa, Cancellation & Medical. 

· Expertise in administration and maintenance of facilities to maximize operational availability thereof, at all times.
· Be responsible for the safety, security, maintenance, upkeep of the camp and well being of the workmen.
· Be available at kitchen during meal timing. 
· Monitor departure of workers to worksites and monitor vehicles used for the purpose.
· Check camp room to identify idle workers in the camp or not reporting to site, report the same to Admin. and HR department on daily basis. 
· Ensure washrooms and toilet block are cleaned daily (at least twice a day). 
· Check quality of ration used for cooking and to check food prepared in camp kitchen, ensure cleanliness in all kitchen facilities like kitchen store, kitchen wash area etc. 
· Monitor health and hygiene of cooks and food handlers.
· Monitor water supply and maintain water availability at all times. 
· Check sewerage accumulation and arrange timely collection and disposal of the same. 
· Monitor packing and disbursement of lunch boxes for workers to site as per instruction. 
· Check and maintain camp store, gymnasium, recreation room, sick room, fire fighting equipment and other amenities in the camp premises. 
· To cater to all needs of workmen joining the company and make them feel comfortable, their medical, blood grouping and finger printing is done within 2 weeks of their arrival. 
· Ensure optimum utilization and maintenance of recreation facilities like gymnasium, television, carom, chess, table tennis and/or whatever recreational facilities available in the camp. Fix timing for viewing of television so as to avoid disturbance to workers who are resting/sleeping after shift duties, sick persons and general sleeping hours.
· Check illegal activities and act of indiscipline in the camp like alcohol consumption, smoking in the rooms and others activities that against the law of the land and as directed by company from time to time 
· Maintain all assets of the camp in working condition. 
· Ensure rooms are not overcrowded and adequately ventilated. 
· Make available and maintain a complaint register, to be monitored on daily basis and action taken should be recorded in the register, the same will be put up on to the Admin. & HR department once in a week through camp. Manager. 
· Ensure all assets at the camp are properly maintained and accounted for.
·  Preparation of mobilization /demobilization report.
·  Preparation of daily strength report.
    Skills:

· Good skills in computer (Excel, Word, Networking, Emailing, Outlook, Webmail,) well known of computer works. 
· Core Competencies:
Operations Management ( General Administration ( Housekeeping ( Security  ( Budgeting  ( Resource Deployment 



PROFESSSIONAL EXPERIENCE 
A) Punjlloyd Ltd.  Abu Dhabi                                                                                                                             Sep 2012- Oct 2014
Administrator Officer/Camp Manager (On Shah Gas Project with ADCO)
B) MIDMAC Contraction W.L.L Doha Qatar





               Dec 2011- Sep 2012

Camp Boss (On NDIA Project)

C) AL FUTTAIM CARILLION, DUBAI



            


              Apr 2003- May 2011
Camp Boss 

· Al Futtaim Carillion, Dubai:- Handled facilities for Head Office Main CAMP (Capacity – 4000), Al Qouz No.3 Staff CAMP – (Capacity – 600), Al Qouz No.5 Staff CAMP – (Capacity-1000), Abu Dhabi CAMP (Capacity-5000), Sharjah Camp (Capacity – 2200), Al Qouz No.1 VVIP Staff Camp (Capacity – 1000), Al Ain Camp No. 1 (Capacity-1100), Al Ain Camp No.2 (Capacity-1000) Yas Island Abu Dhabi Camp with ALDAR or KBR company (Capacity- 4700). 
· Midmac Contracting WLL, Qatar:- CP 51 camp Qatar (NDIA), capacity 3200. CP14 Qatar (NDIA) capacity 1200, 
· Punjlloyd Ltd, Abu Dhabi:- Spiking Camp (Shah Gas Project Punjlloyd Abu Dhabi) capacity 750, ADCO (Abu Dhabi) Client camp accommodation with 5STAR facility as Camp Boss or Administrator. 

EDUCATIONAL & PROFESSIONAL CREDENTIALS

· Passed 10th in 2000 from Punjab school education board

· Passed 12th in 2002 from Punjab school education board

· BBA in Management with ‘A’ grade in 2009-2012 From Institute of Management & Technical Studies
· Doing MBA from SHOBHIT UNIVERSITY-MEERUT.

TECHNICAL QUALIFICATION 

6 Months Diploma in Fire & Safety, 2007
Neelam Institute Chennai, Industrial Safety and Fire & Safety Management.
Basic Fire Fighting/ Fire Warden Certificate, 2010
Euro link, UK

Skills: Good communication skills in Excel, Office, Email, Outlook etc…
Date of Birth:  31st July 1982
Language Proficiency: English, Hindi, Punjabi & Urdu
Valid UAE License 
Valid Qatar License [image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]


[image: image6.png]


[image: image7.png]


[image: image8.png]


[image: image9.png]


[image: image10.png]


[image: image11.png]


[image: image12.png]


[image: image13.png]


[image: image14.png]



