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POSITION APPLIED FOR:             TIME KEEPER ADMINISTRATION 
                                                                             (For Construction Company)

CURRICULUM VITAE
OBJECTIVE:

To pursue a career in an esteemed organization which gives me a chance to enhance my skills in the state of the new technologies and be a part of team that excels in work towards the developments of the organization and give me satisfaction.

Personal Particulars:
Date of Birth                 :         28. July 1976
Nationality

  :
India
Marital status               :
Married

Languages Known         :         English, Arabic, Hindi, Marathi & Telugu

Educational Qualifications:
· Maharashtra State Board of 

· (+2) Intermediate Commerce 2nd Year (Discontinued).

      Secondary School Certificate (SSC)
· Diploma in Fire & Safety Management.

Technical Qualifications:

· ORACEL JD Edwards (Enterprise Resource Planning Software) 

		

	


· Excel, Word, Powerpoint & Publisher etc.
Highlights of Qualification:
· Enthusiastic team member whose participation brings out the best in others.

· Skilled in gathering data and interpreting it.

· Good communication, written and interpersonal skills.
· Advance level in computer applications and wide experience of Windows & XP based computer’s software, JD Edwards (Enterprise Resource Planning Software), Including Microsoft Office and Database Applications.
Total Professional Experience:  11 Years (UAE & India) as Time keeper on construction sites and main office.

(UAE & India)
· Al Ain  
(UAE)

-
08  Years 
· India



-
03  Years

Over 8 Years Experience in Construction Industry as a “Time Keeper”   on construction sites and main office for Buildings & Infrastructural Projects.

        WORK HISTORY:

·     NAEL & BIN HARMAL HYDROEXPORT (NBHH). Est. AL AIN - (UAE)

· Project                        :         Al Rawad Rest House.
                                              (Pipe Lines for Sewer Lines with MEP Works for Pump Station)

    Company                                     :         Nael & Bin Harmal Hydro Export Est. (NBHH)

    Position                                       :         Sr. Time Keeper & Document Controller                  

    Duration                                      :         May 2015 to till date
    Client                                           :         ADSSC (Abu Dhabi Sewerage Services Company)

    Consultant                                  :         Hyder Engineering consultants.
---------------------------------------------------------------------------------------------------------
· Project                        :         Al Shuaiba Res. Complex.
Water, Sewerage, Strom water, and Street Lighting Net 

Works including Pumping, Station, Potable Water Networks and

Distribution Sub-Stations. and Roads) etc. 

    Company                                      :         Nael & Bin Harmal Hydro Export Est. (NBHH)

    Position                                        :          Time Keeper & Document Controller
    Duration                                       :         May 2014 to May 2015 (1 year)
 Client                                            :         Musanada
 Consultant                                   :         Dorch Gruppe Consultants.

---------------------------------------------------------------------------------------------------------
· Project                        :         Infrastructure Works for Residential Plots in al Shuaiba North Wadi at Al Ain - UAE
Water, Sewerage, Strom water, and Street Lighting Net 

Works including Pumping, Station, Potable Water Networks and

Distribution Sub-Stations. Roads etc. 

    Company                                      :         Nael & Bin Harmal Hydro Export Est. (NBHH)

    Position                                        :         Admin, Time Keeper & Document Controller
    Duration                                       :         August 2012 to July 2014 (2 Years)
 Client                                            :         Aecom Middle East 
 Consultant                                   :         Al Ain Municipality 
---------------------------------------------------------------------------------------------------------
· Project                        :         600 Villas (G + 1) Ghareba Emarati Housing  Project’s  all    Infrastructrucural Works  at Al Ain – UAE.
(Project consists of 600 villas with complete Sewer, 

Storm, Potable Water and Irrigation Pipe lines Network with Irrigation Reservoir, Pumping Station, all Electro - Mech. works including Elect. Substations (22 Nos), Parks & Recreational centers and Roads with Landscaping (Hard & Soft) etc. 
    Company                                      :         Nael & Bin Harmal Hydro Export Est. (NBHH)

    Position                                        :         Administration Time Keeper
    Duration                                       :         Sep 2011 to Aug 2012 (2 Years)
 Client                                            :         U. P. C (Urban Planning Council)

 Consultant                                   :         KEO Internationals & Naga Consultants.
 --------------------------------------------------------------------------------------------------------
· Project                                      :         Proj: 0 -1426 TSE Lines from 6 MIG reservoirs @  

                                                                   Al Maqam Interchange to various locations – Al Ain  

                                              (Reservoirs, Pumping Stations, Transformer Room, Pipe Lines with all Infrastructural works & MEP Works)

    Company                                    :         Nael & Bin Harmal Hydro Export Est. (NBHH)

    Position                                      :         Time Keeper           

    Duration                                     :         August 2009 to Sep 2011 (2 Years)
    Client                                          :         ADSSC (Abu Dhabi Sewerage Services Company)

    Consultant                                 :         CANSULT MAUNSELL/AECOM MIDDLE EAST LIMITED
   ----------------------------------------------------------------------------------------------------------------------------------------
· Project                                   :         Isolated Properties in various Locations @  Al Ain - UAE

                                              (Pipe Lines for Storm Water Drainage & Sewer Lines with all Infrastructural works & MEP Works)

    Company                                     :         Nael & Bin Harmal Hydro Export Est. (NBHH)

    Position                                       :         Time Keeper                      

    Duration                                      :         July. 2008 to August 2009 (1 Year)
    Client                                           :         ADSSC (Abu Dhabi Sewerage Services Company)

    Consultant                                  :         CANSULT MAUNSELL/AECOM MIDDLE EAST LIMITED
· Project                                  :         Shabhat Residential Neghbourhood (Phase 1 and 2)

Infrastructure Works for Al Shabhat Area, Al Ain
Water, Sewerage, Strom water, and Street Lighting Net 

Works including Pumping, Station, Outfalls and

Distribution Sub-Stations.

    Position                                       :          Time Keeper                      

    Duration                                      :          May. 2007 to June 2008 (1 Year)

    Client                                           :          Al Dar Properties

    Consultant                                  :          Maunsell Consultant Services Ltd.

Responsibilities:
· Responsible for keeping of track of presence and absence of employees.

· Responsible for keeping accurate record of an employee’s track of time for preparing payroll purpose.
· On instructions of Project Manager, placing order for all Rental Machinery and Equipments and Transport vehicles. 

·  Preparing and keeping all up dating records payments and invoices for Machinery, Equipments and Transport vehicles to make payment sheets for hiring / rental charges.
· Preparing data sheets for company machinery, equipments and vehicles usage and validity / expiry of there documents.
· Preparing data of employees for renewal of their visas, passports and health cards etc.

·  Distribution of all documents to the concerned authorities, departments and persons / employees.

· Responsible for keeping all confidential documents / data in electronically and hard copies, for management review and audit purposes.
· Maintain the files and control logs as per project requirement.

· Proper filing of all records for internal audits.

· Attend/participate project and /or administrative meetings.

· Tracking incoming & outgoing correspondences using Aconex database logs. Categorized filing.  

· Maintain the documents under safe custody without any damage or deterioration with easy traceability. .

· Ensure all files are correctly and completely accountable. 

· Coordinate all activities related commercial correspondence. 

· Accounts maintenance, Disbursement of salaries and controlling the staff.

· Perform other responsibilities and miscellaneous task as appropriately assigned other duties and responsibilities.
· Typing letters, Burning CDs to generate copies, storing and maintaining project backups. 
· Ability to work in a fast-paced rapidly-changing environment.

M/s Nagindas Bogibhai & Contractors, Mumbai, India.
Project 



: 
High -Tech Dream Homes (Housing Colony).
Project Duration

            :
Oct 2003 to Sept 2006 (3 Years)
Position 



:
Document Controller 
Contractors                                  :           M/s Nagindas Bogibhai & Contractors, Mumbai.

      Consultant 


:
Polojo & Associates (Mumbai)
Project Description:

· Responsible for keeping accurate record of an employee’s track of time for preparing payroll purpose.

· Preparing and keeping all up dating records payments and invoices for Machinery, Equipments and Transport vehicles to make payment sheets for hiring / rental charges.

· Preparing data sheets for company machinery, equipments and vehicles usage and validity / expiry of there documents.

· Preparing data of employees for renewal of their visas, passports and health cards etc.

·  Distribution of all documents to the concerned authorities, departments and persons / employees.

· Accounts maintenance, Disbursement of salaries and controlling the staff.

· Perform other responsibilities and miscellaneous task as appropriately assigned other duties and responsibilities.

· Typing letters, Burning CDs to generate copies, storing and maintaining project backups. 

Looking, forward, to work with your reputed organization utmost satisfaction and

 I can join immediately.
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