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· Career Objective

To build a long term career in a dynamic organisation utilising extensive experience in the fields of  office administration & support to sales management and marketing, Advertising and Product Planning offering stable career environment and professional growth opportunities challenging position. 

· Profile

I’m a lateral thinker, Articulate, confident, outgoing, a problem-solver, analytical and logical by  using creativity and a positive response to pressure to generate effective solutions geared to time sensitive deadlines. Also an accomplished communicator who mediates effectively and uses negotiating and persuading skills to achieve consensus through compromise. Ability to work with minimum supervision and can handle work under pressure. 

· Current Employment (UAE)

Organization:             Al Ain Consulting Engineers  

Designation:               Site Document Controller 
Period:                        Nov 2015 to Present

Employment type:     Full time

Projects Handling:

· Sheikh Hamdan Mosque 

· Al Dhahir 

· Sheikh Hazza Mosque 

· Al Bader Mosque 
· Um Ghaffa Mosque 

· Al Karama Mosque 
· Al Aislah Mosque 

· Ibn Rajab Mosque 
· Sheikh Sultan Mosque 
· Mohammed Bin Zaid Mosque 
· Matar Mosque 

· Abdul Aziz bin Sheikh Mubarak Mosque 

· Mina Palace 
· Al Rawdah Palace 

· Othman Mosque
· Family Park Mosque 
· Al Marfa Mosque

· Salah din al Ayubi Mosque 
Job Responsibilities:

· Handling documents.
· Keep Records of All Project Files coming from Main Contractor and Sub Contractor
· Arrange All Files in Sequence.
· Maintaining Record of IR’s (Inspection Requests).

· Keep records of Material submittals.

· Keep records of all Shop Drawings (Civil, MEP)

· Keep records of All Sub Contract Approvals.

· Maintaining Minutes of Meeting.

· Keep records of Logistic Plans.

· Prepared Letters.

· Prepared Minutes of Meetings of all projects

· Previous Employment (UAE)
Organization:        Tornado Group  

Designation:           Site Document Controller with Consultant (Al Ain Consulting Engineers)
Period:                     Oct 2014 to Oct 2015
Employment type:   Full time

Job Responsibilities:

· Working with Consultant (Al Ain Consulting Engineers).

· Handling documents of under Consultant.
· Keep Records of All Project Files coming from Main Contractor and Sub Contractor

· Arrange All Files in Sequence.

· Maintaining Record of IR’s (Inspection Requests).

· Keep records of Material submittals.

· Keep records of all Shop Drawings (Civil, MEP)

· Keep records of All Sub Contract Approvals.

· Maintaining Minutes of Meeting.

· Previous Employment (UAE)

Organization:           Image Contracting Co. LLC
Designation:             Document Controller
Period:                     May 2011 to September 2014
Employment type:    Full time

Job Responsibilities:

· Document Controlling

· Maintaining files about company details

· Arrangement of All Projects files.

· Keeping all Projects details.

· Keeping all Banks related documents.

· Keeping company internal documents.

· Assistant Administration

· Attending Calls

· Making Payroll Sheets of Employees

· Making Letters, Quotations, Enquiries Invoices etc.

· Payroll and Over Time Calculations(UAE Law)

· Maintaining and updating customer information’s

· Arranging Documents of employees for Visa and Medical Purpose.
· Making LPOs for purchasing items.

· Previous Experience (Pakistan)

Organization:    Media Source

Position:              Business Executive Officer

Period:                 Oct 2008 to Nov 2010
Job Responsibilities:

· Joining and Separation formalities.

· Appointment Letters & Confirmation.

· Maintaining files and documents.

· Customer relations.

· Academic Qualification

BSc Textile Engineering
Preston University Pakistan.
2004 to 2008
Fsc (Eng)
BISE Lahore

2003  

Matriculation

BISE Lahore

2001

· Professional Skills 

· COMPUTER SOFTWARE: 

                             
        
· Ms-Dos, Windows
· Microsoft Office XP, 2003, 2010 (Ms word , Ms Excel, Ms Power Point, Ms front Page)

· Email & Internet, 

· Uploading / Downloading

· CERTIFICATION IN IELTS:
6.0 Bands    
                    

· Strengths: 

· Effective communication skills at all levels of business and management.

· Customer Service Orientation.

· Hardworking, Energetic and Go-getter.

· Enjoy working as a part of a team and equally capable of heading a team.

· Strong work ethic.

· Interpersonal Ability.

· Personal Details

Date of Birth                      : 11/11/1984
al Status                    : Single

Languages Known            : English, Urdu, Hindi, and Punjabi
