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To contact this candidate use this link
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I possess a cheerful and positive attitude, well-evolved interpersonal skills and a genuine belief in delivering exceptional qualify service first time every time. I enjoy the challenge of autonomous responsibilities.

Further to improve the business of your organization, I trust my qualification and experience will meet your requirement, and I look forwarded for an opportunity to work with you


Date of Birth

:  06-April-1979
Age


:  36 years 

Sex


:  Male

Nationality

:  Pakistani
Marital Status

:  Married 

Highest Education
Level


: Administration Course  
University

: Bolton University UK, Ras Al Khaimah Campus
2002-2004

: Bachelor Degree in Arts (Attested)
                                         : University of Punjab Pakistan
Second Highest Education
1999 – 2001

: FSc 

College

: Govt. Post Graduate Degree College Attock, Pakistan.
Security & Safety Education
2015


: Security Manager Training Course (DPS Licensed)
: Dubai Police Academy, P.O. Box 12085, Dubai UAE
2013


: Diploma in Security Management 
: Open University Malaysia Metro House 50480 KL
2006


: 1st Aid and Fir Fighting Certificate
                                         : Safety Marine Services – Sharjah, UAE
2007


: DPS Certificate (Safety / Security Certificate)




: Department of Protective System, Aviation College Dubai



     
Language Spoken
:  English / Urdu / Pashto / Basic Arabic / Basic Malay
Language Written
:  Arabic / English / Urdu
Language Reading  
:  Arabic / English / Urdu


Acquired Skills:

· Knowledge in Microsoft Window XP, Microsoft Office (Word, Excel, PowerPoint, Access, etc).

· Good Communication skills & efficient in handling emergency. 
· Self disciplined, organized, & target oriented. 
· Motivate with Enthusiasm & welcome new challenges. 
· Leadership Skills, training experience and active team player.  

Firm (1 Year
)
  : Berlin Security Services 



  : Deira Dubai, UAE, P.O. Box 86249
2015 - Till

  : Operations Manager – Security Department

Location

  : United Arab Emirates. 
· Responsible to protect a company's assets and people from accidents
· Perform services to assure the safety and protection of government property and personnel against injury or death, molestation, harassment or intimidation and loss or damage from any preventable cause including fire, theft, embezzlement, damage or destruction, trespass, espionage, or sabotage

· Responsible to maintain and update a property loss and prevention program.

· Provide and establish key controls on departmental communication equipment and property access.

· Evaluate incidents and determine course of action.

· Evaluate incidents and determine course of action.

· Discover source of security breach.

· Report and track all incidents.

· Maintain an emergency training curriculum.

· Supervise parking procedures.

· Supply security for events.

· Monitor and support security-related processing for cleared staff.

· Institute and oversee site key and safe combination management plans.

· Prepare and conduct information security training.

· Develop physical security responses.

· Manage processes for protecting classified, proprietary, and sensitive information.  

· Handling the projects in Dubai ; Dubai Sports City, ICC Head Quarter, Binghatti house, Al Abbas Group, Damas Gold, and Beach, Grandeur Hotel
Firm (2 Year
)
  : JT Food Trading 



  : Jelutong, Pulau Pinang Malaysia, P.O. Box 11600
2012 - Till

  : Administrator, Human Resources Department
Location

  : Jelutong, Pulau Pinang Malaysia
· Preparation of accurate function details for Chief Operating Officer,   coordinating and updating Company data base, 
· Complying with current legislation and good practice at all times.

· Responsible for carrying out several tasks related to administration.
· Coordinator for all important functions such as hiring and recruiting, and development, maintaining employee records, etc. 
· Supervising and rendering guidance to the clerical staff, trainees, and volunteers. 
· Coordinator carries out the duty of conducting employee recognition activities like service honors and 'Employee of the Year' awards

· Responsible for consulting with managers and supervisors about company policies and procedures, and whenever necessary in helping them.
· Responsible to help employees and their managers in performance and disciplinary matters. 
· Preparing and send the Food Menu with pricing to the customer as per their demand.
· Preparing, sending and receiving invoices and keeping record.
Firm (3 Years)
  : National Fire Fighting Manufacturing FZCO



  : Jabel Ali Free Zone Dubai UAE, P.O. Box 17014

2009 – 2012

  : HR Officer, Human Resources Department

Location

  : Jabel Ali Free Zone Dubai UAE, 

· Deal with general HR related enquiries from Human Resources Department and office staff, site labors. 
· Arrange new employee medicals, return to work medicals, international medicals with Company Medical Provider. 

· Provide guidance and support to managers and employees on probationary and appraisal processes. 

· Participate in the recruitment and selection process; maintain recruitment records and immigration documentation. 

· Communicate effectively with managers and other HR team members on internal transfers and redeployment.

· Provide advice and guidance to employees regarding Company procedures relating to Compensation and Benefits. 

· Preparation of accurate reports for HR Manager, coordinating and updating HR database, complying with current legislation and good practice at all times. 

· Maintain and develop effective communications with personnel, management, and other members of the HR team, appropriate departments, and third parties as required.  
Firm (5 years)
: Emrill Services LLC, Dubai UAE, P.O. Box 38083
2004 – 2009  
: Security/ Community Coordinator 
Locations
: Emaar Properties PJSC, Dubai Marina & Emirates Living, 
: (Residential & Retail) 



: Dubai, United Arab Emirates 

· Responsible to carry out route inspection of premises such as, rooms, common corridors, swimming pools and landscaped gardens etc.

· Maintain good safety and security environment within under command area and maintain good relation with visitors, customers and residents.

· Making and sending daily incident/ Insum of community (Theft, Bribery, Fighting, Sexual Harassment, etc.) reports and take recommended appropriate follow up actions.

· Manage all administrative staff and handle all formalities of all staff and taking daily attendance and assessments.

· Organizing the office layout and maintaining supplies of stationery and equipment, attending conferences and training
· Preparing and forwarding report to the managing Director on daily activities. Promoting staff development and training
· Carrying out staff appraisals, managing performance and disciplining staff, responding to customer enquiries and complaints
· Check and monitor the physical condition, general upkeep and cleanliness of the building. its surroundings and its facilities 

· Assign maintenance staff and Security Officers to various positions within the facility based on officer’s abilities, skills, and experiences.

· Coordinates building maintenance and repairs with Buildings & Grounds Maintenance that affect normal building operation

Security & Safety Education

Oct-2015

: Security Manager Training Course (DPS Licensed)
: Dubai Police Academy, P.O. Box 12085, Dubai UAE
Modules 

: Security Management

: Law, Electronic Equipments, Cyber Security

: Polices & Procedures, Staff Recruitment & Supervision

: Working with Emergency Services

: Handling Difficult Situations

: Fire Fighting, First, Body and Vehicle Search Procedure 
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