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Results-driven, dependable professional seeking a position to enhance organizations services to its internal customers i.e. employees. Bringing strong problem solving abilities and brilliant customer relations skills to keep the facility organized.
Profile Summery


Current Location:

United Arab Emirates – Abu Dhabi

Current Position:

Camps & Manpower Administrator
Total Working Experience:  
8 years

Industries worked in:

Construction / MEP, Oil & Gas Employment
Workforce managed:

8000 from 8 different nationalities

Visa Status:


Employment 

Date of Birth


18-5-1983

Driving License:


U.A.E

Education
· Bachelors in Arts, Islamabad, Pakistan 
· Certificate in Health, Safety & Environment (NEBOSH) from Abu Dhabi. UAE.

· Certificate in Health, Safety & Environment (IOSH) from Abu Dhabi, U.A.E.

· Certificate in Fire Prevention & Safety Officers Course, Islamabad, Pakistan.

· Certificate in Fire Fighting from Abu Dhabi, U.A.E.

· Certificate in First Aid from Abu Dhabi, U.A.E.
Work History


March 2014 - Present
Camps & Manpower Administrator
The leading manpower outsourcing organization in the UAE with over 10000 employees onboard catering to all industries across UAE.
Duties / Responsibilities (Operations and Welfare Officer)
· Managing facilities such as accommodation, catering, transportation. 
· Responsible of camp administration, Safety & Security, Maintenance, Water & Electricity, laundry etc.
· Controlling workforce from various nationalities and handling workers accommodation & site sites issues.   

· Mobilization and demobilization of workers to projects sites.
· Approve and endorse absconding reports, cancellation letters and facilitating vacation request as well as other PR related issues 

· Handling visa cancellation, resignation and termination issues, to reduce attrition rate.

· Training and guidance to supervisors & timekeepers to ensure performance of their responsibilities. 
· Monthly briefing for workers regarding camp & site issues 
· Resolving workers salary complaints and ensure they are paid as per the actual working hours 
· Handing mistreatment of workers by the site foreman, engineers, and explain to them the labor law/company policies, and reporting to Management for appropriate action.  

· Handling of police cases or other similar matters in coordination with company PRO.

· Ensure workers welfare in terms of facilities, benefits and HSE
· Follow up on site accident cases from workers 
· Ensure all workers are provided by proper PPE & safe work place

· Keeping records of inspection findings and producing reports that suggest improvements

· Communication with all the existing and new clients for the mobilization and other operational issues. 

· Coordination with clients and PR department for preparing Oil field security passes (CNIA) such as Borouge, Asab, Habshan, Gasco and Rawais etc. 

· Monitoring daily updates on the timesheet collection and follow up for the timesheets with clients or assigned Site Supervisors in different sites.
· Serve as the workers mediator to the management as well as vice versa
Nov 2007 – March 2014
Camp Administrator (Camp Boss)
Nurol LLC Abu Dhabi, UAE 
Nurol LLC, part of Nurol Holding based in Turkey operating in 8 countries, has been functioning in Engineering and Construction sector of UAE.
Duties / Responsibilities (Camps Administrator) 
· Responsible for managing workforce from various nationalities; prepare accommodation for new arrivals. Explain in formal way the camp rules and regulation to the new arrivals and record their acceptance.

· Handle complete camp administration, camp maintenance, safety and security and responsible for water, electricity supply

· Checking rooms daily in morning (anybody absent or sick) keep record. Any sick person arranging medication/transportation (if required). Periodic inspection of accommodation rooms.

· To monitor workmen behavior and maintain all records pertaining to the camp.

· To overlook the catering services and ensure that the menu caters to the different nationalities, food is cooked under hygienic conditions, ensure stock of all items and order accordingly. 

· Carry out regular inspections of the kitchen, dining areas and stores to ensure all cleaning and maintenance work is done.

· To ensure that breakfast, lunch and dinner is served on time.

· Responsible for the cleanliness and hygiene of the camp and its surrounding.

· To coordinate with the Transport Department to ensure that buses arrive on time to pick and drop the workmen from various camps to the work site and back.

· Responsible to keep a track of the contracts with various agencies, to remind the concerned authority when it is due for renewal.

· To ensure that any disputes within the camp between workmen or any misbehavior is immediately reported to the HR Department.

· To plan and organize accommodation for new hires as and when Time Office notifies the arrival.

· To ensure that the laundry service is prompt and timely. 

Language and IT Skills


Language

· English

Good

· Urdu / Hindi

Native

· Arabic

Working knowledge

IT Skills

· Microsoft Office (Word / Excel)



· MS Outlook

· Microsoft Windows
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