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 Gulfjobseeker.com CV No: 1348176
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link
http://www.gulfjobseeker.com/feedback/contactjs.php
Objective: - 
Seeking a placement for the position of HR Officer/ Administrator/ Coordinator, where in my talents and experience can be utilized for both personal and corporate improvement.
Work Experience 12 Years in Gulf
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Company: -
Currently working with Leighton Contracting Qatar WLL (HLG) - Leighton Contracting delivers a full suite of engineering and construction services across the Gulf region

Period: -

From July 2012 to at present

Position Held: -

HR Administrator/ Labours Walfare Officer
Project Handled: -
Al Shaqab Equestrian Center at Al Rayyan Qatar Foundation, Education City, Doha, Qatar 


Presently working at People Mover System, Siemens Tram Consortium 

(Rail Project – JV Leighton & Siemens) at Al Rayyan, Qatar Foundation, Education City, Doha, Qatar
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Company: -
Al Habtoor Engineering Enterprises Qatar WLL (HLG) - The Al Habtoor Engineering is one of the Leading diversified international contractors in the Middle East.

Period: -

From May 2010 to July 2012

Position Held: -

HR Assistant/ HR Officer
Project Handled: -
Al Faisal Tower Multi Story Residential & Hotel Apartments, Dafna, Doha, Qatar




Traders Doha Multi Story Residential & Hotel Apartments, Dafna, Doha, Qatar
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Company: -

BK Gulf LLC is leading contractor in Electrical, Mechanical, Instrumentation and Building   Services within the UAE & Middle East Market. 
Period: -

From Feb 2006 to Apr 2010

Position Held: -

Timekeeping Supervisor/ Admin Assistant 
Project Handled:-
IKEA Hypermarket & Atrium, Hyper Panda Supermarket at Dubai Festival City. Dubai (UAE)

Marsha Plaza (Multi Story Residential & Hotel Apartments) at Dubai Festival City. Dubai (UAE)

Burj Lake Fountain at Burj Dubai (Near Burj Al Khaliffa) Dubai (UAE)

Sofitel Resort at Dubai Palm Jumeira Dubai (UAE)
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Company: -
Balfour Beatty Construction Group a UK based Construction Company in Gulf, which is part of           well-known Dutco Group 
Period: -

From June 2003 to Jan 2006

Position Held: -

Timekeeper/ Sr. Timekeeper
Project Handled: -
Spring Villas at Emirates Hills, Dubai (UAE)



Camel Racing City at Al Lisaili, Dubai (UAE)
Academic Qualification: - 


· B.Com Graduate from Ranchi University, Ranchi in 2002



· H.S.C Passed from Board of Baroda (Gujarat) in 1999

· S.S.C Passed from Board of Baroda (Gujarat) in 1997

Professional Qualification: - 
· Diploma in Human Resources from ALISON (Ireland, UK) in 2013

· Certification course of Microsoft Office 2010 in 2013 (Ireland, UK) in 2013

· Emergency First Aid including CPR & AED Course (FA International, UK)
Computer Skills: -
· CRITIX EPHR SITE MODULE (Enterprise Payroll and Human Resources Data Base Pay Roll System). 
· OCEANIC TIME SOFT - Automatic Electrical Time & Punching System.

· WATCH PROFESSIONAL - Time and Attendance Solution.

· WRENCH ENTERPRISE Version 03.13.01.00 – Documentations & Timekeeping software 

· Excellent knowledge of MS Excel, MS Words, MS Outlook

· Ability to type in English with speed of 36 WPM. 
Languages: - 
· Good Command of English, Urdu, Hind, & Gujarati Languages.
· Ability to handle correspondence in English independently.

Core Competencies: -

· Ability to manage multiple priorities & assignments successfully.

· Capable of resolving problems effectively & creatively.

· An efficient team player.

· Problem Solving & Initiative. 

· Capable of maintaining high working standards & good working relationship. 

· Good interpersonal & Communication skills.

· Willingness to work in extended hours & multi lingual environment. 

· Obedience, Professionalism & Commitment.

· Quick learner, with excellent organizational, communication and numerical skills, and flawless attention to detail.

· Excellent telephone manner and can deal with enquiries confidently.

· Attentive, with a positive attitude, patience and tact.

· Able to work on multiple projects simultaneously during peak workloads.

Job Responsibilities:-

· Management of all day-to-day office administrative duties.

· Coordination and distribution of office stationery, pantry items and equipment.

· Creating, updating and maintaining personnel files for all employees.

· Able to arrange employees’ travels, both international and domestic.

· Coordinate with travel agents for air tickets.

· Preparation of Gate passes for all the sites & locations and renewing them in timely manner as and when required.

· Supervise timekeeping activities on site.

· Coordinate with the Timekeeper for mobilization and demobilization of personnel.

· Coordinate with Public Relations Officer for visa stamping and renewing process of employees.

· Coordinate with PRO and Logistics Control.

· Coordinate with Public Relations Officer for arranging Blood Grouping Test, Medical test for Resident permit stamping, Finger Print etc of newly joined employees.

· Responsible to adhere and follow the implemented Quality, Health, Safety and Environmental policy, objectives and procedures.

· Maintenance of departmental manuals and key databases. 

· Answering & filtering telephone calls, emails & letters, assessing priorities and urgencies.

· Arranging transportation for industrial and office employees and other general arrangements.

· Ability to type in English with speed of 36 WPM.

· Coordination with Head Office & Other Site Offices.

· Responsible for day to day correspondences with Consultant, Client, Subcontractors & Suppliers.

· Screening, Scanning, Logging of all incoming & outgoing correspondences. Preparation of Daily, Weekly and Monthly Reports, Progress Report and to update Manpower strength. 

· Handling petty cash and handover report at the end of every week. 

· Arrangements for employee’s visa medical, visa, passport, work permit and health card renewal. 

· Control of documents regarding leave application / medical treatment of the Employees. 

· Liaison with all related departments, providing administrative assistance where necessary. 

Personal Detail: - 

· Nationality


:
Indian
· Religion


:
Muslim[image: image7.png]



