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My aim is to work in a challenging environment in an organization to excel and enhance my abilities and for my personal growth and for the development and growth of my Company. To achieve and perform what others consider impossible. With a flair and experience in Document Control, & Office Administration functions. I wish to achieve larger responsibilities in similar field. More than 2 years of experience in Middle East as Document Controller.

PERSONAL SKILLS:

Comprehensive problem solving abilities, Communication skills, Ability to deal with people diplomatically, Willingness to learn and Team facilitator.




	Education 
	Institute/Board
	Year 

	S.S.C. (Science)
	Board of Intermediate & Secondary Education Abbottabad  
	2008

	F.A 
( H.S.C )
	Board of Intermediate & Secondary Education Abbottabad  
	2010

	                                                 B.A 
(Bachelor of Arts)

	Hazare University, Mansehra

	2012 

	ACHIEVEMENTS 
	(Certificates)


	  Diploma Courses
	Institute 
	Year

	
FIRST AID Basic

 Course
	Johan niter Un fall Hilfe E.V
	2007

	IELTS ( Academic )
	Islamabad. University Of Cambridge British Council

Idp ielts Australia


	2012

	Office

 Automation
	Institute of computer language

 (ICL Abbottabad KPK )
	2012

	Inspirational Player
	Degree collage Attd 1.
Presented By  (DSO) 
	2012

	Introduction to Safety Management

OSHA Academy 


	(ISHM) Institute for Safety and Health Management.


	                 2014

	Microsoft Power point 2010
	Alison advance Learning


	2015

	English Language Course
	Institute of computer language

 (ICL Abbottabad KPK )


	2012



· MS OFFICE 
· MS Word

· MS Excel

· MS Power Point 
· Windows Installation XP,7 
· Internet & Browsing
· ORACLE Primavera Contract Management.

· Expedia Software. 

Total Experience:             02-03 Year’s (Gulf Experience: “Sub Contractor  ETA  Star Engineering Construction” 
                                            Main Contractor “Saudi Bin Laden SBG”) 
· Company Name:              ETA STAR Engineering Construction  
· Duration:                          11 Dec 2012 to till date.

· Project Name:                  King Abdullah Financial District (KAFD), Riyadh Saudi Arabia.                                          

· Company Profile              ETA STAR Engineering Construction Company LTD, Saudi Riyadh Is a contracting Company operating In the Middle East & India, Working in the Field 0f MEP. The Specialized Field Are High Rise Buildings, Shopping Malls, Hotels, Resorts, Residential Complexes etc. Consultant DAR AL RIYADH Main Contractor SBG.
Duties & Responsibilities    

· From 11-Dec-2012  to 10-Jun-2014 as  “Document Controller”    
Responsible for controlling all documentation related activities in a project.
Support and coordinates with discipline with administration and control.
Data Entry of IR/MIR/SON/MS/dispatch/Updating Contracts/ Bill details
Preparation of Report.
Control and maintain project Record of incoming & outgoing project documents.
· From  10-Jun-2014 to 24 Feb 2015“Administrative”    
preparing reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings. 

Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution. 
Open, sort, and distribute incoming correspondence, including faxes and email. File and retrieve corporate documents, records, and reports.

Prepare responses to correspondence containing routine inquiries.

Make travel arrangements for executives.

Set up and oversee administrative policies and procedures for offices and/or organizations.

· English – Urdu – Hindi – Arabic - Hindko & Punjabi 
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Date of Birth 	:	12th Nov-1991


Marital Status 	:	Single 


 Religion 	            :	Islam 


 Nationality 	            :	Pakistani 
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Language 











