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SANJAY 

Applied for:- CAMP BOSS
· Career Profile: 
Achieve the organizational objectives by effective and maximum utilization of my capabilities and skills. My vision of growth envisages organizational success in association with that of the individual. To manifest this aim I believe in the skills of motivation, coordination, innovation, building rapport, enhanced efficiency, sincerity and hard work.
· Education Details :

	Course (Stream)/Examination
	Institution/University
	Month/ Year of Passing
	Performance

	Higher Secondary Education (12th Class)
	Hind Motor High School (Kolkata)
	Jul 2006
	Pass Class

	Secondary School Certificate (10th Class)
	Hind Motor High School (Kolkata)
	Mar 2004
	Pass Class


· Professional Qualifications:
Emergency First Aid Course (DCAS)   EUROLINK SAFETY

· Computer Knowledge :
1] Computer Basics

2] Good hand over MS-Excel
3] Microsoft Office Automation (Word, Excel, Outlook)
4] Well versed with internet

5] Good typing speed – 50 w.p.m.
· Driver License: -Saudi Arabia.
· Work Experience :
Presently working as: -Camp Boss –International (Doha, Qatar) Group of Companies from 01 April 2016 to till.
Work Responsibilities for Camp Boss: - 
· In charge of 3 labor camps in different locations with more than 1200 employees of multinational ties.

· Reallocation of labors from one camp to another according to the nearest site requirements.

· Follow up of medical and labor cards for the newly joined employees and conduct safety induction program.

· Recording and reporting absentees to the Head Office.

· Preparing and maintaining all records related to issue of PPE and Tool Box to all employees.

· Allocation of duties to the drivers as per the project site work, office work, airport pickup and drop requirements.

· Controlling the cost of maintenance for various camps.

· Taking care of matters and issues with Police and Municipality authorities and coordinate with them during camp inspections and audits.

-----------------------------------------------------------------------------------------------------------------------

Worked Asset: - Camp Bossand HR Assistant Conmix Saudi Arabia Co, Ltd
(Ready Mix Concrete/Pre Mix Plaster/Construction Chemicals) Project from 14 Sep 2013 to 29 Feb 2016


Work Responsibilities for Camp Boss: - 
· Verify and check compliances of camp on a day to day basis.

· Rooms allotments as per company procedure accommodation for new arrivals.

· Checking rooms every day (Anybody absent or sick) keep record Any sick person arranges medication /transportation (If required)

· Supervision for Housekeeping (Cleaning of toilets, corridors, surrounding etc)

· Keep record for water tanker (If buying from outside) otherwise meter reading on weekly basis.
· Cooking Gas cylinder refilling (Accommodation)

· Disposal of sewage water and maintain proper record if tanker hire-in.

· Accommodation  maintenance (Staff & Worker)

· Co-ordination with Admin Dept for new arrivals / Departures and distribution of company letter etc.
Work Responsibilities for HR Assistant: -
· Managing all employees’ personnel files and documents and keeping Human resource information system up to date.

· Performing employee’s related transactions as calculating annual leave balance and indemnity, duty resumption, sick leaves, annual leave, employee’s account settlement, etc.

· Interpret company policies to employees. Prepare employment verification letter as required.

· Participating in preparing monthly payroll.

· Coordinating and participating in recruitment process, Organization chart, offer letter, employment contract preparation, and new employee orientation, joining process and preparing necessary reports.

· Contacting with travel agencies to make travel arrangement and booking tickets as required.
Worked Asset: -Camp Boss Emirates Trading Agency (ETA) Company (Dubai) from 05 Nov 2009 to 30March 2013
· Work Responsibilities :

(1) Manage labor accommodation which involves cleaning, maintenance occupancy in the camp, 
Safety& security Ensure discipline in the camp.

(2) Check the allocation and furnishing of the residents according to entitlements.

(3) Check that all residents’ complaints are addressed with the necessary services required (i.e.    .  .  .  .  .      Plumbing, Electrical, carpentry, all type of AC & civil jobs)
(4) Prepare annual budget for accommodation furnishing materials, recreation materials, miscellaneous Electrical plumbing and carpentry materials and all civil jobs.
(5) Coordinate with purchase department and responsible for the technical and commercial approval and selection of supplier’s quotation with regards to furniture, dormitory supplies, cleaning materials and all type of maintenance materials. Perform physical supplier visit to assure the quality of the quoted items
(6) Report workers staying in the camp/not reporting to duty on daily basis to HR along with the valid reason on each case.
(7) Daily camp checking, camp total details, daily reports & monthly reports sent to HR department.
(8) Handle all Location of rooms for new coming workers. Keeping updated records of all labors staying in accommodation.
(9) Responsible for the clearance of sewage water from septic tanks and garbage disposal Handle immediate first aid and inform doctor in case of emergency.
 
(10) Transportation coordination with various sites and transport dept.
(11) Ability to provide training to all staff members and campers for all emergency procedures.
(12) Outstanding knowledge on all safety guidelines and its implementation and Ability to work on flexible schedule with various departments.
(13) Ability to prevent all hazards in camp area.
(14) Inspect health and hygiene issues in kitchens, toilets, dining area etc. on weekly basis.
(15) Maintain good safety culture among the inmates of the camp through campaign etc.
(16) Display emergency procedures in prominent location.

(17) Maintain camp layout drawing indicating fire extinguishers, fire alarms, fire hose reel, Assembly point etc.
(18) Update the monthly Accommodation Expenses.

(19) Conduct pest controlWater tank cleaning once in 6 month.
(20) Regular inspection of sites, proper housekeeping, training to the employees in terms of safe working habits, usage of personal protective equipment’s.
(21) Conduct weekly hygiene inspection along with the accommodation staff, medic, and                                                    maintenance supervisor &Security supervisor to ensure that all unsafe /unhygienic practices are rectified.
· Personal Details :

1] Father’s Name 
:
Rama 
2] Nationality 

: 
Indian
3] Date of Birth

: 
15th April 1986
4] Languages 

:
English, Hindi,Arabia, Bengali and Bhojpuri.
5] Marital Status
:
Married
6] Visa Status

: 
Employment
Declaration:-

I hereby declare that the above mentioned information is correct up to my- knowledge and I bear responsibility for the correctness of the above-mentioned particulars.
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