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Objective
 


To obtain a position that will give me the opportunity to use my experience and education in the area of Administration / Office coordination filed. 
Academic profile
Educational Qualification:              Banker Commercial Institute (Diploma) 2003-2004
                           (Economy Passage Assistor)
Experience History

· From Jun 2015 Till Date 
Working with Square General Contracting Company as Site Administrator, transportation and Office Coordinator at ASAB, Sahel and Habshan Projects   with ADCO client.  
Duties and Responsibilities
·  Working as Office coordinator thru arranged transportation and forwarding services and coordinate with the supplier as per schedule.

· Knowledge in tender, per-qualification and making quotation.

· Follow-up the petty cash of project and monitoring the record.    
· Mobilization, demobilization for manpower as per project plane
· Mobilization, demobilization of vehicles and equipments as per project plan.

· Arranging oil field passes for vehicle, equipments and manpower and monitoring the records.

· Monitoring the monthly timesheets of Manpower & Equipments.

· Arranged the reporting as daily basis whatever related to Administration works.
· Follow-up with government authorities whatever related to Administration works.

· From September 2014 Till Jun 2015 
· Working in Al-Jaber Energy Services as Site Administrator at Liwa city SHAH accommodation complex project under the contract agreement with AL HOSN Client. 

Duties and Responsibilities

· Review and process all stuff requests assigned by the management for all related administrative services such as letter drafting leave processing, mobilization and transferred manpower to facilitate effective.

· Handle photocopying and filling and arranged for the efficient operation of office equipment to support the effective functioning of the unit continuous improvement.

· Correspondence and arrange meetings in particular for technical and administration managers.  
· Answer / filter telephone calls / messages and routine inquiries of management.  

· Carry out office duties for all departments with regard to documentation.

· Knowledge in tender, per-qualification and making quotation.

· Follow-up the petty cash of project and monitoring the record.     

· Mobilization, demobilization of vehicles and equipments as per project plan.

· Arranging oil field passes for vehicle, equipments and manpower and monitoring the records.

· Monitoring the monthly timesheets of Manpower & Equipments.

· Arranged the reporting as daily basis whatever related to Administration works.  

· Follow-up with government authorities whatever related to Administration works. 
· Follow-up with camp office for arrange the employee’s requirements and accommodations status.

· Working as Logistic coordinator thru arranged transportation and forwarding services and coordinate with the supplier as per schedule.
· From September 2010 to September 2014 
· Working in Al-Jaber Energy Services as Administrator in-charge  at ASAB Full Field Development Project under the contract agreement with Petrofac International, (Client ADCO)  

Duties and Responsibilities

· Review and process all stuff requests assigned by the management for all related administrative services such as letter drafting leave processing, mobilization and transferred manpower to facilitate effective.

· Handle photocopying and filling and arranged for the efficient operation of office equipment to support the effective functioning of the unit continuous improvement.
· Correspondence and arrange meetings in particular for technical and administration managers.  
· Answer / filter telephone calls / messages and routine inquiries of management.  

· Carry out office duties for all departments with regard to documentation.

· Working as Logistic coordinator thru arranged transportation and forwarding services and coordinate with the supplier as per schedule.
· Knowledge in tender, per-qualification and making quotation.

· Follow-up the petty cash of project and monitoring the record.    
· Transportation / vehicles / moving machinery / equipments & vehicles inspection as per our client (ADCO) requirements.  
· Mobilization, demobilization of vehicles and equipments as per project plan.
· Arranging oil field passes for vehicle, equipments and manpower and monitoring the records.
· Monitoring the monthly timesheets of Manpower & Equipments.

· Arranged the reporting as daily basis whatever related to Administration works.  
· Follow-up with government authorities whatever related to Administration works. 
· From January 2008 to September 2010 

· Working in Al-Jaber Energy Services as Admin Asst at Borouge 2 Polyolefine Project, Ruwais, (Main Cont. Tecnimont, Client Borouge)  

Duties and Responsibilities

· Monitoring Heavy vehicles and Equipments in the Project. 
· Coordinate with Workshop for necessary maintenance, service, mobilization, demobilization of vehicles and equipments. 
· Arranging oil field passes for vehicle and equipments, manpower and monitoring the records. 
· Normal administration works whatever assigned by the Admin manager. 

· Follow-up with government authorities whatever related to Administration works.
· Data entry for the monthly equipment, manpower timesheets.
· From March 2007 to December 2007
· Working in Al-Jaber Energy Services as Admin Asst at AGD-II Project, Asab, (Main Cont. Bechtel, Client Gasco)  

Duties and Responsibilities
· Monitoring Heavy vehicles and Equipments in the Project. 
· Coordinate with Workshop for necessary maintenance, service, mobilization, demobilization of vehicles and equipments. 
· Arranging oil field passes for vehicle and equipments, manpower and monitoring the records. 
· Normal administration works whatever assigned by the Admin manager. 

· Follow-up with government authorities whatever related to Administration works. 
· Data entry for the monthly equipment, manpower timesheets  
Technical qualification 
Computer Hardware

Installation, assembling, troubleshooting 

Operating system

MS-Windows XP, Vista, Windows 7

Packages


MS Office (Word, Excel, PowerPoint, Outlook)

Additional qualification 
Valid UAE Driving License. 
Professional Strength
· Excellent communication and interpersonal skills in English (written & verbal). 

· Ability to take the initiative in learning about new technologies and adding value to organization. 

· Efficient and Effective team player. 

· Maintain positive attitude in the face of changes in work assignments.

· Team coordination and group skills.

Personal Details

Date of Birth


:
11 – August - 1983
Nationality


:
Syrian.

Marital Status


:
Marred
Languages Known 

:
Arabic native language & English (written & verbal)
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