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Summary
Profile:


Male, 29, Single
Nationality:


Pakistani
Current Location:

Dubai, UAE
        Current Position:

Administrator



     Company:

Emrill Service LLC



Work Experience

Aug 2014–Till date

Emrill Service LLC



Abu Dhabi, UAE
Project: 


Aldar Properties PJSC, WTC ABU DUBAI

Position: 


Administrator
· Filling the document and answer the phone.
· Administrative support to the Housekeeping department.
· Daily attendance record and forward to Manager and Clients for their Information.

· Coordination with HR department for daily operation matters.

· Attend client meetings and assist with determination of project requirements.
· Request for employee access card and forward to security department for processing.

· Receiving all Etihad project documents from Administrator at site, got senior FM sign and dispatch to Head office.

·  Making Purchase Requisition and making LPO receiving material from Supplier.

· Tracking probationary reviews of employees and forward to concern department for reviewing.

· Preparing (CRM) contract review meeting for monthly meeting.
· Sending weekly reports to clients.
· Receiving complaints call and forwarding to concern engineers.

· Greeting all incoming visitors to the office in a friendly, professional, hospitable manner.

· Processing incoming and outgoing mail.
· Making Defect Notice and forward to Client for approval.

· Received Project invoices tracking and keeping in the file.

· Tracking Defect Notice tracker and updating daily basis.

·  Updating the Bradford factor for HK staff.

· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems.

· Preparing time sheets for employees both (housekeeping & Technician), 

· Creating yearly Leave plan for the staffs(Housekeeping & Technician)

· Handling petty cash, issuing to HK supervisor for their requirement.

· Using FSI software to update clients regarding work report and progress.

· Using FOCUS software for finance and procurement activities.

· Closely work with transportation department for organizing the vehicle.

· Making Purchase Requisition and making LPO receiving material from Supplier.
· Updating don’t walk by / near mess for monthly reports.

· Making and sending time sheet to payroll department for employees’ wages.

· Preparing Weekly and monthly updates.

Mar 2014 – Aug 2014

      Emrill Service LLC



Abu Dhabi, UAE
Project:  


Etihad Airways Headquarter ABU DHABI
Position: 


 HR Administrator

Feb 2011 – Mar 2014 

      Emrill Service LLC



Abu Dhabi, UAE
Project:  


Accommodation for employees in Dubai
Position: 


Employee WelfareAdministrator

June 2010 – Oct 2010 
North West General Hospital


KPK Peshawar
Project:  


A Project of Alliance Health Care Pvt. Ltd
Position: 


Computer Operator
Oct 2009 – June 2010 
NADRA(National data base & registration authority)

KPK Peshawar
Project:  


Secure Card for Afghan Citizens (SCAC)
Position: 


 Data Entry Operator

Educational Qualification
· Bachelor Degree in Economics from Peshawar University


2007

· FA (inter science) from Mathra Degree college




2005
· SSC (Science) from Bright hall public school




2003   
Computer & other training
· CIT (Computer Information Technology)
 Pakistan


2008

· FOCUS 




Dubai



2013
· CAFM




Abu Dhabi


2014
· OSHA




Abu Dhabi


2014
· NEBOSH



 Abu Dhabi


2014
· Safety Media



Abu Dhabi


2014
· ADOSEM



Abu Dhabi


2014
· First Aid



Abu Dhabi


2014
· Scaffolding



Abu Dhabi


2014
IT Credentials
Conversant and Daily User of Microsoft office tools Such as MS Word, MS Excel, Microsoft Outlook, and Power Point & Internet.

Language
· Urdu 

· Pushto

· English

Declaration
· The information furnished above is true to the best of my knowledge.

· I take the job with great sense of responsibility & enjoy the challenge of new situation & Expect to make a positive Contribution.

