CURRICULUM VITAE

· CAREER OBJECTIVE

  Seeking a suitable and challenging position in the suite able field were I can utilize my vast capability and post experience for the progress of the organization and make my career better and bright.
· JOB EXPERIENCE IN GULF

1:-
POSITION

:
Computer operator & Team Assistant 

DURATION
:
2 Years


COMPANY

:
Emirates N.B.D


COUNTRY

:
 (Dubai)

· JOB RESPONSIBILITIES 
a. Preparing the covering letter for invoices.

b. Checking invoices for making correction if require and saving this data in excel.

c. Retrieving file copies from docsafe. 

d. Making detail. File in excel for retrieved files

e. Downloading the credit card data from docsafe and saving it in computer.

f. Sending and receiving the file copies to agencies.
g. Counting file copies and mentioning in excel for record with compete detail

h. Preparing the excel file for release letters.

i. Saving record in computer for release letter.

j. Preparing the mail for sending to various branches of Emirates NBD through curries companies.

k. Receiving files by curries companies checking and mentioning the detail of it in computer.

l. Controlling the document with appropriate way and keeping safely.

m. Filing the original documents and hard copies into box files

n. Keeping files in locker with proper way.

o. Keeping the record of files in computer for safety.

p. Placing file in cabinet with proper way so that should not be doubt of mixing.

q. Giving access for file to those peoples who are authorized for using.

1:-      POSITION

: 

Auto Cad Draughtsman (2D – 3D)
DURATION
:

One (1) Year 
COUNTRY

:

Pakistan

COMPANY

:

Gulzari Construction & Associate Engineering.

· JOB RESPONSIBILITIES 
· Converting hand prepared sketch a complete drawing with accurate measurement with the help of cad software.

· Measuring the area of side place with cad program.

· Measuring all points coordinates if essential.

· Making the section of prepared drawing.

· Giving the detail of windows, doors, ventilators….etc.

· Giving detail of Baths, Bedrooms, Walls…..etc

· Making section of drawing from various sides.

· Papering the elevation of drawings.

· Writing the text and measurements into the drawing for recognition specific part of drawing.

· Making separate drawings for floors.

· Preparing 2D and 3D drawings separately.

2:- 
POSITION


:
Security  supervisor  



COUNTRY


:
U-A-E  (Dubai)

COMPANY

:
Arkan Security Management Solution.

DURATION
 
:
From August 2014   To   Present

3:-
POSITION


:
Security Guard


COMPANY

:
Guzari Engineering &Construction Co. Pakistan 


DURATION

:
Two (2) Years


· JOB RESPONSIBILITIES 
· Handling daily base file for the purpose of record keeping, and ensure the right information a certain department.

· Controlling fire panels, alarms, and maintaining records.

· Receiving telephone calls from tenants and informing to the concerned department.

· Keys handling that include record keeping, temporary and permanent issuance of keys to services. department contractors and tenants.

· Monitoring and controlling C.C.T.V.

· Handling lost and found items.

· Customer care call center operator.
· Patrolling the shopping area for period of time.

· Responding to emergency situations as they arise.

· Accurately reporting all incidents to management.
· Preventing and detecting offences on site.

· Conducting searches of personnel, vehicles and bags etc.

· Leasing with the emergency services, police, ambulance and fire service to resolve issues and maintain security and service.
· ACADEMIC QUALIFICATION

	S/N
	DEGREE / CERTIFICATE
	COLLEGE / UNIVERSITY
	SESSION
	COUNTRY

	1:-
	B.A  (Graduation)
	Hazara (University)
	2008
	Pakistan

	2:-
	F.A (10+2)
	Post Graduate College
	2006
	Pakistan

	3:-
	S.S.C (10) 
	Higher Secondary School
	2004
	Pakistan


· PROFESSIONAL QUALIFICATION


1. DIPLOMA

:
SURVEYING
  
DURATION

:
(1) One year 


COLLEGE

:
Ali Technical College Haripur
DESCRIPTION  
:
This is one of diploma in which require gathering information regarding Construction  which are  ( Level of side place,  Area of side place,  Coordinates from starting to ends points,  sketch of side place, )
2. COURSE

:
AUTO CAD 
INSTITUTE

:
F.V.O (Future vision organization)

DESCRIPTION
:
This is one of course in which possibility to create the maps of Buildings,  Roads,  Bridges….etc.
3. COURSE

:
MS OFFICE
INSTITUTE

:
Sirikot Computer Center
CONTENT

:
Ms. Word,  Ms. Excel,  Ms, Access,  Out look,  Info page, ……etc.

· SKILLS
· “CORAL DRAW”
“IN PAGE”
“ADOBE PHOTO SHOP”

PERSONAL INFORMATION

Date Of Birth
:
02-06-1987

Nationality
:
Palistani

Religion
:
Islam

Marital Status
:
Single

Height

:
5 feet-10 inch
Weigh

:
76 kg
[image: image1.jpg]>)\Gulfjobseeker.com

THelping you to search best jobs & talent since 2002!

o GALL 1571504753686 / 1571505905010




Gulfjobseeker.com CV No: 1466394
