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	Career Objective
	To work hard for a long-term position in a reputed organization that provides healthy and challenging environment, where I can utilize my skills, professional experience and educational backgrounds to benefit mutual growth and success.

	Profile
	Eight years experience in contracting company for the providing complete Administrative, HR, General Clerical duties and purchase to the department or General Manager.

An enthusiastic self starter with strong leadership and communication skills. Equip with the right technical and soft skills required to propel the organization achieving its goals and objectives.

	Functional Strength
	· Ability to maintain confidentiality of records and information.

· Ability to communicate professionally and effectively 

· Ability performs simple accounting procedures.

· Ability to maintain calendars and schedule appointments.

· Enthusiastic, ability to take initiatives with excellent telephone etiquette  

· Possess excellent organizational and multi-tasking skills 

· Organizing and coordinating skills.

	Work Experience
	BUILDING CONTRUCTING
December’2012 to December’2014
Position: Admin Assistance /Document Controller/Secretary:-

· Reporting directly to the Managing Director and handles any related task that are assigned from time to time.
· Responsible for providing complete secretarial duties to the Managing Director or Management.
· Maintain labours record such as labour insurance, passport ,labour card ,visa

agreement, HR Forms such as Passport release form, Leave settlement.

· Complete Dubai Municipality online activities and manual activities.

· Complete DEWA & RTA online activities and manual activities.

· Visa renewal and labour card renewal.
· Company trade license renewal online.   
· Prepared monthly salary for staff and labour.
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Generate the various documents control reports as required.

· Maintain updated records of all approved documents and drawings and their distribution clearly.

· Maintain the files and control logs as required by the project.

· Creates, distributes and tracks labels in a segregated and secure manner.
· Coordinates the training of all employees on the Document Control System, 
· both paper and electronic

· Audits documentation system periodically

· Maintain office calendar to coordinate work flow and meetings.

· Interact with clients and visitors.

· Perform general clerical duties to include, but not limited to, bookkeeping, copying, faxing, mailing and filing.
· Maintain LPO, Delivery Order and suppliers invoices.

· Collect and maintain inventory of office equipments and supplies.

· Maintain confidentially in all aspects of client, staff and company information.

· Enters data and produces reports using department-specific computer applications. 

· Creates output for monthly payments for all suppliers and sub – contractors.

· Supports other work of the Engineering Department, as required.

· Performs side duties.
· Serves as liaison between management and staff by transmitting information, explaining appropriate work instructions, and following up on assignments.

· Assists in the study of office operations and services.

· Makes recommendations regarding the purchase of office equipments.

· Research, price, and purchase material from supplies and purchase all required building material for company. 

· Maintain Vehicle record insurance, monthly installment.  
· Gathers data for surveys or performs research on special subjects and projects.
· Assists in creating and revising forms; proposes procedures, formats, and standards for office correspondence.

· Planned and organized the daily activities of the office such as organizing meetings, reports and others.
· Updates on management on status of issues before scheduled meetings.



	Work Experience
	EMCAN CONTRACTING CO. LLC

June 10- 2009 to April 9- 2012

Position: Accounts Assistant/Admin Assistant:-

· Responsible for providing complete secretarial duties to the Managing Director or Management.
· Reporting directly to the Managing Director and handles any related task that are assigned from time to time.
· Creates, distributes and tracks labels in a segregated and secure manner.

· Coordinates the training of all employees on the Document Control System, both paper and electronic

· Audits documentation system periodically

· Maintain office calendar to coordinate work flow and meetings.
· Perform general clerical duties to include, but not limited to, bookkeeping, copying, faxing, mailing and filing& Maintain LPO records. 
· Collect and maintain inventory of office equipments and supplies.

· Maintain confidentially in all aspects of client, staff and company information.

· Creates output for monthly payments for all suppliers and sub – contractors.

· Supports other work of the Engineering Department, as required.
· Visa renewal and labour card renewal.
· Company trade license renewal online.   
· Prepared monthly salary for staff and labour.
· Maintain labors record such as labour insurance, passport ,labour card ,visa

Agreement, HR Forms such as Passport release form, Leave settlement.

· Prepared payment and B.O.Q for consultant and government departments.

· Complete Dubai Municipality& DEWA online activities and manual activities.

· Purchase all required building material for company. 
· Maintain Vehicle record insurance, monthly installment.  

	Work Experience


	KHALID RAFI CONTRACTING LLC

May 30- 2006 to May 31-2009

Position: Document Controller:-
· Facilitates monitoring and tracking of controlled documents from initiation to implementation. 

· Coordination with the superiors.

· Ensuring that documents have all the correct signatures showing that they have been checked

· Filling Original and Photocopied documents for reference, that they are eventually archived for the required period

· Sort incoming and outgoing faxes.

· Coordinates the day to day operation of initiation, review, follow up, completion and issuance of controlled documents

· Maintains records for office staff and labors

· Creates document templates, formats, etc.

· Creates output for monthly payments for all suppliers and sub – contractors.

· Performs side duties.
· Responsible for providing complete secretarial duties to the Managing Director and to the Management.

· Visa renewal and labour card renewal.

· Company trade license renewal.   

· Prepared monthly salary for staff and labour.

· Maintain the Labour times sheets. 

· Maintain labour record such as labour insurance, passport ,labour card ,visa

· Preparing Employment Agreement, HR Forms such as Passport release form, Leave settlement.

	Educational Qualifications
	Graduation:-MDS University, Ajmer Rajasthan - India, in 1999 with Physics, Chemistry & Mathematics.
Secondary   : GDRS Sr. Sec. School Adrash Nagar, Bagar Rajasthan- India, in 1996 with

Physics, Chemistry & Mathematics



	Computer Knowledge
	Operating Systems
:
Ms-Dos, Ms-Windows, Ms-Excel

Applications
:
Ms-Word, Ms-Excel, Ms-PowerPoint,



Ms – Outlook & Internet Operations.     
                                                             :   Accounting Tally



	Personal Details
	Date of Birth
: 
15/06/1978

Nationality
:
India 

Language Spoken
:    English, Hindi, Arabic

Gender                                                   :   Male

Civil Status                                            :   Married 

Visa Status                                            :   Employment
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