Career Objective:-




   To get a challenging position, where I can utilize the blend of my skill and abilities, To get more perfection in my profession and to enhance my personal skill in an progressive, sophisticated and dynamic environment for my career growth and to make my future more bright and thrilling with my hard work and dedications and to promote the image of organization through my professional skills.  
 Practical Experience:-  
WORLD SECURITY (DP WORLD)               

· Working as 
· Administrator HR(Senior Camp Boss)
· Working from 02-feb-2013 to till now

Works include:

· Responsible of All 3 camps in Dubai with the coordination of all camp bosses.

· Responsible for the overall management of the staff accommodation to ensure that the camp is compliant with federal / municipality and legal regulations
· Ensure the effective flow of all administration, employee certificates, file notes, departmental signature folders, bank letters, and work certificates.
· Update the internal databases for the department.

·  Ensure all personal files are kept up-to-date at all times.

· Take minutes in disciplinary and grievance meetings, assist in formal grievance processes and letters.

· Ensure accurate all Accommodation materials and stationary supplies are ordered in a timely manner.

· Assist in the mobilization of the new hires by booking accommodation and air tickets.

· Carry out all aspects of HR administration on a daily basis with the HR team.
· Makings Records ,H.R Support, Staff Deployments

ARKAN SECURITY MANAGEMENT SOLUTIONS (IJADA GROUP):-    
· Worked as 
· Document Controller

· Camp Admin
· Working from 09-oct-2011 to 31-dec-2012
Works include:

· Maintaining Documents, New Staff Registration ,Staff Medical ,Finger Prints ,D.P.S Training, Staff Training , Emirates id.

· Staff deployment, interviews.

· Maintaining supply chain of camp requirements.

· Dealing with suppliers
· Makings Records ,H.R Support, Staff Deployments

· Reporting

· Continuous Monitoring Camp Problems

· Communication

· Observation And Analysis

· Pending Follow-up

· Responsible for reporting incidents, unusual happening to Management updating Supervisor and Chief Security Officer.

· Customers complain handling and informing to the concerned departments.

· Providing good customer service to all client Customer & fulfill their requirements.

DUBAI SECURITY GROUP (D.S.G):-        
· Worked as 
· Document Controller

· Assist. Camp Boss
Works include:

· Maintaining Documents, New Staff Registration ,Staff Medical ,Finger Prints ,D.P.S Training, Staff Training , Emirates id.
· Staff deployment, interviews.
· Makings Records ,H.R Support, Staff Deployments

· Reporting

· Continuous Monitoring Camp Problems
· Communication

· Observation And Analysis

· Pending Follow-up
 DPS course in Dubai Police Academy Organized by Dubai Security group 2011

· Responsible for reporting incidents, unusual happening to Management updating Supervisor and Chief Security Officer.

· Customers complain handling and informing to the concerned departments.

· Working as Information Centre Representative of Dubai Security Group
· Providing good customer service to all client Customer & fulfill their requirements.

· CCTV & Access Control monitoring.

· Handling Lost & Found items and mail handling.
· Cash Handling.

RAINBOW TEXTILES       
· Work as a DOCUMENTS CONTROLLER (2½ years) 
Works include:

· Maintaining Documents, New Staff Registration.

· Makings Records, H.R Support.

· Reporting

· Communication

· Observation And Analysis

· Pending Follow-up

SHALIMAR HOTELS GROUP      
· Work as an ASSIST ADMIN MANAGER (2-YEARS)
Works include:

· Maintaining hotel Requirements.

· Random checking all departments working.

· Immediate response on all emergency calls.

· Make sure fully co ordination in between supply chain ,kitchen ,dining ,Front office ,room services ,security  and accounts departments

· Makings Records, H.R Support.

· Reporting

· Communication

· Observation And Analysis

· Pending Follow-up

Driving License:



Valid U.A.E Driving License for LTV Vehicle 
Training Courses:- 
· DPS course in Dubai Police Academy Organized by Dubai Security Group 2011
· First aid training course in Dubai Security Group  (In-house training)
· First aid training course in World Security Training Centre. Port Rashid
· Fire fighting course in Dubai Security Group (In-house training)

· Customer Services Course in Dubai Security Group (In-house training)
· Cash Handling..
Academic Qualification:-
CHRM
 American Certification Institute U.S.A, 

CHRP
 American Certification Institute U.S.A, 

Law Graduation (L.L.B)
 International Islamic University, Islamabad, Pakistan

Bachelor of Arts (B.A)
              University of the Punjab, Lahore, Pakistan 

H.S.S.C


G.C UNIVERSITY
Pakistan

S.S.C



Board of intermediate & Secondary Education 
Pakistan                                                                                                                                                                                              
Computer Literacy:-
·  Basic Computer Applications & Fundamentals of Computer Windows 98 & 2000                                                 and Windows Xp and Windows vista.
·  MS Office – Word, Excel, Outlook & Power Point.

Languages Known:-
 
     Readings
          
       Writing
                     Speaking

· English                 Excellent

       Excellent

              Fluent
· Urdu
                  Excellent

       Excellent

              Fluent
· Arabic
              Fair
    

       Fair

                            Fair
Personal Detail:-

Nationality

:
Pakistani

                                            Religion

:
Islam

                                            Marital Status                  :  
Married



Date of Birth

:
16-04-1988



Summary of Qualifications:-
· Skilled at learning new concepts quickly, working well under pressure, and communicating ideas clearly and effectively.  

· Expertise in developing and delivering monthly, quarterly, and annual reports for management within tight deadlines.

· Proven ability to identify and implement improvements to streamline processes and increase efficiency and productivity.

· Excellent computer skills; proficient with Microsoft Word, Microsoft Excel, Microsoft Power Point and able to learn proprietary systems/applications quickly and easily.

· Highly trainable, flexible and open to multi-tasking job.

· Good communication skill both oral & written. (English and Urdu)
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