
	

	


Dear Sir/ Madam

Subject: Application for the position of HR Assistant clerk/Document Controller   

 I have enclosed my resume with this cover letter which will accentuate my experience and knowledge to perform a job efficiently. Along with I have the potential to become the most important member of your Department.

I take pride in my capability and experience in providing support to the company wherever required and I have gained more knowledge, confidence, patience and also I have learned how to build good relationship with my co employees which I believe are all necessary to became a good employee of a reputable company .Having a professional and approachable manner all the time. 

Most prominently, I am a team player having an acquired ability to pay strong attention to detail where required. My ability to exercise strong judgment in times of crises became the reason for my Immediate Manager to entirely allocate important tasks as my responsibilities. I possess both the confidence and skills required to represent my department and company when required.

I would like to thank you for your review and consideration, and look forward to having an interview with you soon. 

Thanks and regards

Seeking Position: HR Assistant Clerk/Document Controller 
CAREER OBJECTIVE

Seeking a challenging opportunity in a progressive organization to demonstrate my skills and competencies, with an aim to contribute towards organizational success by performing consistently & professionally
EMPLOYMENT EXPERIENCE 
HR Clerk cum Document Controller
Al Rajhi Construction Company Dubai (Oct 2014 to Present)
Company Profile

ARC is specialized in Construction of Roads, Interchanges and Networks of Water, Irrigation,Storm,Water,Drainage,Sewerage,Electricity,Road,Lighting,Telecommunication and related projects ours services are provided to both public and commercial sectors. 
Work Experience & Duties & Responsibilities
· Controlling and keep safe 3000 files of Al Rajhi and Core Construction employees.
· Maintain the entire visa renewal work coordinate with admin section and employees. 
· Update the all-important documents of employees in DMS server like Passport, Visa, Picture, CV, Certificates and Experience letters etc. 
· Handle the entire company insurance cards and handover to employees safely. 
· Having in depth conversations with people over the phone & face to face.
· Ensures that all documents have no error in filenames, submission, etc. before submitting it to the next department to avoid confusion.
· Responsible for coordinating with all departments of the company.
· Give feedback to the employees, time keeper & Camp Boss for all documents related information like passport, visa & EID information (face-to-face and over telephone).

· Assembling new hire information packs
· Save the all-important documents soft copy record in system
· Provide the documents soft copy to require employee, time keeper and Camp Boss.
· Responsible for all the clerical and secretarial works.
· To make sure that all of the involved parties provide correct information, and that the information is disseminated in a timely manner.

· Track and resolve problems and check system operations as schedule. 

· Maintain all other works related of Al Rajhi and Core Construction.

· Perform any other task/activity that might from time to time be identified by management. 

· Receive, direct and relays calls and messages. 

· Maintenance of the HR records and systems.
· Give secretarial assistance and support to the Sr. Officer of Administrative Affairs.

· Attached all required documents with employee’s settlements and forward to Finance. 

· Handling HR documents properly and confidentially. 

· Copy and Filing recruitment documents, handling original visas and keeping the records about visa status.

· Update manpower personal files and reports passport, leave applications and flight booking.

· Responding to employment verification request.
· Make photo copy, scanning and photo print out & editing for new employees.
· Filing and organizing incoming and outgoing documents related to manpower.
Peak Solution College Lahore Pakistan (2011 to 2013)
Assistant Network administrator cum Lab Manager
Professional Experience & Responsibilities:
· Proficient in LAN, WAN, and network installation and monitor.

· Monitor Server and 70 systems in college. 

· Upgrade and maintain server, desktop, notebook computers as well as printers and scanners.

· Provided technical support to set up various equipment’s in the facility. 
· Monitored functions of network devices and replaced them with the latest ones as required

· Troubleshoot the problems and solves all students problems during practical.

· Monitored and controlled network activities for smooth and effective operation
· Ability to instruct users with computer skills.

· Administered the server operating system and its application
· Make exam and set a practical time for student.   

· Resolved LAN and WAN problems before issues get escalated

· Ensure the proper installation of cable, operating system and software application. 

· Save all new and old hardware components details etc.
EDUCATION AND CREDENTIALS
	Course
	Institution
	Year

	B.A


	AIOU (Continue)
	2016

	Intermediate
	Bise Lahore 
	2010

	S.S.C
	Bise Lahore 
	2007


Certifications and Achievement:

· (CCNP) Cisco Certified Network Professional ( by INET STUDIES)

· (CCNA) Cisco Certified Network Associate (CSCO12095278 by CISCO)

· (MCSA) Microsoft Certified Network Administrator
· (MCP)   Microsoft Certified Professionals 
· (COOA) Eight Month Training as a Computer Operator and Office Assistant(by PVTC)

· (Network +) Complete 8 week Diploma in Networking (by Peak Solution College) 

· One year Diploma in Multiple Programs from Ali Computer College Lahore

KEY SKILLS AND COMPETENCIES 

Knowledge about Cisco Routers & Switches, VLAN, ACL 
Routing Protocols like BGP, OSPF, EIGRP, RIP               
MS Office, DMS, E-Promise Point, Internet & E-mail

Microsoft Server 2003, Windows 7 & 8, XP, Vista 


Computer Networking, Basic of Linux, Urdu Inpage



             Basic of Adobe Photo Shop Corel Draw and HTML 






   

Personal

· Willing to help others out without being asked

· Superb relationship building skills

· Demonstrated flexibility and ability to work with ambiguity.
· Exercising sound judgment and common sense
· Able to stay calm in difficult situations

· Career-minded and professional at all times
· Excellent typing skills.
Personal Information

Date of Birth:


23rd March 1990
Religion: 


Islam
Marital Status:


Single
First Name of Application CV No: 1670634
Whatsapp Mobile: +971504753686 
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