Rahmatullah 
WORK EXPERIENCES:
Office Assistant & Admin
MIDDLE EAST CONTRACTING COMPANY LLC.
Dubai, U.A.E

(21st-Nov-2012 till date)
Duties & Responsibilities

· Receive telephone messages, fax messages and email. 

· Maintain the general filing system and file all correspondence. 

· Handling the typing of other documents using word processing and other presentation software
· Networking & Troubleshoot

· Hard ware & software activity

· Computer operating with highest speed
· Handle Petty Cash of Projects & Office Expense.

· Controlling and monitoring all incoming and outgoing stocks

· Coordinate with suppliers to ensure on-time delivery.

· Prepare reports of site staff day by day.
· Provides administrative support to the management such as coordination and implementation of office procedures
· Retention

· Making free zone & other permanent or temporary entry permit

· Coordinate with concern staff “ managers, engineers, labours, superviors “ about daily working programs & updates

· Making & Monitoring the monthly wage sheet of site staff

· Coordinate with Dewa as per our staff requirement

· Took responsibility to complete different projects in time & with quality

· Handling all the documents scanning for all projects invoicing in network server, all documents for office record, copy or scanning each job for any further reference.
· Daily document getting & sending that entire relative with projects from site office to Head Office
· Setting with standard and keep by each projects file for further reference
· Making Military Noc’s in Arabic Language as per site requirement
· Time sheet coordinator & time keeper for projects site

· Daily Labour Log Sheet entering from site to cam & camp to site as per driver details
· Maintain the all hardware machine like “printers fax extra extra“.
EDUCATIONAL BACKGROUND:
College:  

Shah Abdul LatifUnivercity2012-2014



Khairpur Sindh Pakistan.
Course:

B. A
PERSONAL DATA

Date of Birth

: 
August 02, 1990
Nationality

:
Pakistan
Religion

:
Islam
Marital Status

:
Single

Language Spoken
:
Urdu, Sindhi, Hindhi, Panjabi, Saraiki, Arabic, English
Language Writing          :
URDU, SINDHI, ENGLISH, ARABIC
SKILLS:

· Possesses the ability to get things done

· Dedicated, hardworking person with positive attitude

· Flexibility adapting to a wide variety of workplace

· Ability to communicate effectively

· Ability to maintain good relations with colleagues.
· Computer Literate – MS Office, MS Word & MS Excel
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