[image: image1.bmp]


	


Gulfjobseeker.com CV No: 1450440
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php

I want to exploit my talent and want to grow with the Organization and want to become a responsible person by doing hard work and want to deliver my best to the organization. Having 1 & half year experience in the field of admin, Seeking a position to utilize my skills and abilities in the industries that offers professional growth while being resourceful, innovative and flexible. Willing to work as a key player in challenging and creative environment. Well acquainted with UAE Law.
Present working in PONUTECH CO. LTD., ABU DHABI (FROM 10-09-2014)
            Project
:
Barakah Nuclear Power Plant

            Client              :           Emirates Nuclear Energy Corporation (ENEC)

            Position           :          QA/QC Document Controller cum Admin Executive.
· Distribution of all documents in related to Departments as per Distribution Guide.

· Preparation of filing system in compliance with Company’s ISO procedures, soft and hard copies.

· Preparation of Daily report, Weekly Progress Report, Monthly Progress Report as per the Contract Specification Requirement.

· Electronic & hard copy filing as per the Management.

· Coordinating with the client in the activities of Testing and Commissioning.

· Issuing all drawings as per site requirement.
· Daily updating the reporting the daily manpower report to the client.

· Daily Scheduling & sending the people for the HSE Training.

· Arranging Quotations from local material suppliers.

· Preparation of Local Purchase Orders.

· Monitoring and preparation of timesheets.

· Coordinating & arranging Labor card, Insurance card, Emirates ID, ATM card, gate pass and visitor pass, CICPA card for all employees.

· Providing camp accommodation and facilities to all employees.

· Controlling and arranging proper transportation to all employees and guests.
· Prepare responses to correspondence containing routine inquiries.
· Prepare agendas and make arrangements for committee, board, and other meetings.
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel,etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases.
· Devising and maintaining office systems.
· Booking rooms and conference facilities.
· Using content management systems to maintain and update websites and internal databases.
· Responsible for other duties as assigned.
· Perform general office duties such as ordering supplies, maintaining.
· Maintain the Leave record of all employees.
· Creating Quotations.
· Creating receipts Voucher.
· Perform filing, Data management, drafting short office memos.
· Managing and maintaining budgets, as well as invoicing;
· Liaising with staff in other departments and with external contacts;
· Ordering and maintaining stationery and equipment;
· Sorting and distributing incoming post and organizing and sending outgoing post;
· Handle the tasks of interpreting the policies of the organization to the employees.
· Resolving administrative problems. And creating presentations and writing up reports.
· Responsible for updating daily and weekly status report to the department head.
· Liaising with colleagues and external contacts to book travel and accommodation.
· Organizing and storing paperwork, documents and computer-based information.
· Assist clientele as they enter office and via phone.
· Ledger entries, journal entries & Store Entries.


· Bachelor of Technology in Electronics (Hons)
Preston University September 2014
· D.A.E in Electronics
Punjab Board August 2009
· Matric Science 
Lahore Board August 2006

· MS Office ( Word, Power Point, Excel, Outlook)
· Data Entry
· SEO (Search Engine Optimization)

· English (Reading & Writing, Speak), Arabic (Reading & Writing), Urdu

Religion


:
Islam

Marital Status

:
Single

· Will be furnished on your demand.
Objective:





Duties & Responsibilities:





Academic Credential:





Computer Skills:





Languages:
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