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Objective

         Seeking career enriching opportunities in administration, Payroll, Rostering, Patrolling, Documentation field in a well settled and highly professional organization and grab a reputed Position through large efforts and innovative work techniques.

Qualifications and Skills:-

· Having rich and extensive experience in the Security field while working for more than 5 years, with assignment in different posts as an Admin & Rostering Officer.

· Earned promotions due to hard work  and commendable performances

· Attended trainings on basic security, handling and operating security equipment 

· Knowledgeable in computer applications

· Has good English communication skills

· Hard working, energetic, ambitious, and service-minded

· Quick to learn new assignments

· Works well with people at all levels and of different cultural backgrounds

· Possesses very good health and positive mental attitude.

· Holding a valid Qatar Driving  license &  UAE Driving  license

Academic Qualifications

· S.L.C Passed

· Intermediate in Commerce  & Management Faculty

· Diploma in Computer

Microsoft

Having good Knowledge about, 
(“WINDOWS” (XP, Vista, Windows 7 etc.)

MS office
         Word / Excel / PowerPoint
Email / browsing

      Ms. Outlook Express (E-Mail Messaging) / Internet Explorer  
Securi-guard Middle East LLC

26th June 2013 till Present

Operations Coordinator 

5th January 2015 till Present

Duties and responsibilities included but not limited to the following:
· Coordinate with the All Operational requirement in basis to ensure all contractual obligations are met in terms of strength, deployment, instructions and procedures, documentations for compliance & ensure all operations function as per plan & instructions from the Senior Operations Coordinator. 

· Update and Maintain the Guards force list of the entire division.

· Perform other admin & HR related tasks as required by immediate Superior.

· Follow up NSI Training Schedule, PSBD Exam, Medical, Finger Print & arrangement of Transportation and ensure all Guards are met the terms of NSI & PSBD Authorities’ obligations.

· Update all Daily Deployment Changes and assignment

· Update Waiting List of PSBD Exam and Deployment

· Coordinate with Senior Ops. Coordinator to ensure all Weekly Event  and Deployments are updated

· Monitoring all Transportation schedule for the exits and new deployment.
· Dealing with Divert nationalities (25+) with appropriate way
CCTV Operator , in Sharia Courts Project 

15th  September 2013  till 1st January 2015
Duties and responsibilities included but not limited to the following:

· Monitor and operate the CCTV cameras and associated equipment in the CCTV control room.
· Follow protocols for maintaining the security of the CCTV control room and its facilities

· Report any incidents that occur immediately to the Police and immediate superiors and PSBD. 

· Assist the Police in respect of preparation of evidence and other activities associated with attendance at court as a witness

· Monitor and operate the Fire Alarm System and take a appropriate action in a emergencies 

· Monitor the access Control System

· Update and maintain the Guard force list of the entire division and perform other admin related tasks as required by immediate superiors.

	G4S Qatar W.L.L.

  5th  May 2007  till 21st October 2012
· Started as a Security Guard, promoted to various rank: 

Project Secretary, Rostering and Admin Officer
Duties and responsibilities included but not limited to the following:
· Inspect the All Operational requirement in basis to ensure all contractual obligations are met in terms of strength, deployment, instructions and procedures, documentations for compliance & ensure all operations function as per plan & instructions from the Branch Manager. 

· Maintain the ISO File; Leave records, KPI, CSIR in Monthly Basis.

· Maintain the Petty Cash, Duty Roster and DIA, MIC & Qatar Airways Gate pass.

· Update and Maintain the Guard force list of the entire division.

· Control the transmittal of Personal files and other related documents from one branch to another branch.

· Perform other admin related tasks as required by immediate Superior.

· Update Guard’s personal files, ensure that each Staff has complete documents as CV, Job description, School and training certificates, valid visa and passport copies and others

· Conduct inspection of personnel, documentation & HSE standards as per ISO norms.

· Report and initiate corrective measures in case of irregularities.

· Check the availability of ISO updated Site Instructions and report any lack or insufficiency of it.

· Hold Regular meeting with Branch Manager, representative to ensure that smooth and harmonious relationships between all Operations staff.

· Check adequacy & serviceability of equipment & documentation.

· Carry out planned inspections and oversee preventive and planned maintenance of common facilities with the G4S Accommodations.

· Strive towards compliance of G4S policies, Quality Management System and report any non-compliance to the Management for further course of action.

· Address guards / customers grievances immediately on notice.

· Coordinate with Branch Manager, Project Manager, and Ops.Inspectors to ensure that Operations in every site and zone is working smoothly.

Site Security In-Charge   
G4S Qatar W.L.L., Project: Qatar Petrolium, Qatar                  

15 March 2008 – 11Feb 2010

· Overall security in-charge of the in Industrial Area (Ras laffan Main Gate), Qatar, which employed 15 Security Officers.

· Directly supervised the performance of the Day Shift team. 

· Inspected safety and security equipment within the facility in coordination with the Client.

· Participated in the Weekly Safety Meetings as organized by the Client.

· Emergency Security Coordinator in case of actual emergency.

· Point of contact between the Client and the G4S Head Office.

· Access Control 

CCTV  Operator

G4S Qatar W.L.L., Al Fardan Twin Towers
16September 2007 – 15March 2008

· Ensuring the safety and security of people and property within public areas and other facilities via surveillance of the CCTV network

· Maintain record logbooks and remain observant,

· Operated/monitored the CCTV for activities and security concerns

· Report the suspicious activities to the Clients and Superior immediately

· Wrote Daily Activity Reports for submission to the Client

· Monitored the Fire Alarm Control Panel 

Security Guard
G4S Qatar W.L.L., Bavaria  Hotel and City Suites
10May 2007 – 15September 2007
Duties & responsibilities included but not limited to the following:
· Provide protection to client’s properties including employees within the assigned limits.

· To control ingress and egress of visitors within Client’s premises.  Screen and ensure that proper ID badges are issued to the visitors prior to any entry.

· Maintain record logbooks and as appropriate prepare written incident reports.

· Maintain neat and clean appearance and wear the approved uniform while on duty. 

· Remain observant, alert and awake at all times while on duty.

· Remain courteous, tactful, and never engage in arguments. If a disagreement or misunderstanding occurs, immediately notify Supervisor or Operations Inspector.

· Report all suspicious persons, crowds or activities to the supervisor, and the Management.

· Report to duty at least five (5) minutes prior to the actual time of the shift.

· Perform regular patrolling within the premises and observe all windows, security lights, water taps, and electric sockets while on roving duty and report any problems to the Supervisor.

· Refrain from loitering on other’s post longer than necessary to carry out assigned duties.

· Guards will not allow any person to enter the duty location with firearms, explosive or other dangerous materials or weapons unless cleared by the Management.

· Guards will report immediately by telephone or radio any crimes, discrepancies, irregularities or security incidents to the Supervisor and the Management.

· Guards will remain on duty until properly relieved by another Guard.

· Must be well aware of the kind of environment or organization he is working in order to carry out duties and responsibilities properly.

· Carefully and diligently follow specific security instructions given by the Client as appropriate in the site.

· Obey Senior’s instruction first before complaining or reasoning out.

G4S Trainings Attended

· Customer Service and Hospitality
· Basic Principles of Security
· General Duties of a Security Officer
· Radio Communication
· Security Preventive and Counter Measures
· Fire Prevention and Control
· Basic First Aid
· Health, Safety and Environment Induction Training
· Communications Skills For Management Staff
Qatar Petroleum Trainings Attended
· H2s/BA (Ras laaffan)
NSI Trainings Attended

· Basic Security Guard (5 Days Initial Course)
· Annual Basic Renewal Course (2 Days Initial Course)
· Security Supervisor Training (5 Days Course)



Personal Details:-

Nationality
 : Nepalese

Height

 : 5.7ft

DOB

 : 30 Nov, 1987 

Language 
 : English, Hindi, & Arabic
Declaration:-

                I hereby declare that all the statements above are true and best of my knowledge and belief. I will be sincere in my part of work.

