Curriculum Vitae
SHAIKH 
CAREER OBEJECTIVE 
To seek a professional job opportunity with a reputed organization where in my ability and education will be utilized to the maximum level contributing to the success of the organization and self-growth in the company hierarchy.


KEY SKILLS 
-Expertise in maintaining all safety measures and norms effectively. 
-Experience in the field of managing safety aspects in various industries.
-Use effective strategies to minimize risks. 

PERSONALITY TRAITS
-Goal oriented and self-motivated. 
-Excellent interpersonal skills.
-Efficiency of managing multiple tasks. 
-Hard working and flexible to work in shifts.
WORK EXPERIENCE
1.  Asphalt & RMC division 

ALCAT Asphalt contracting company W.L.L Doha (Qatar)

May 2016 to Till Date 

· Brief Duties and Responsibilities:

Receiving, dispatching and filling of all technical and non-technical documents in and out of the office.
Maintain the Full Flow/control of documents as per ISO, QMS 
Prepare monthly and weekly reports of all tasks filling and log in of Material Submittals, Method of Statements in a professional way.
Speed-up documents preparation, creation to records, and information retrieval while maintaining the accuracy and traceability of each documents stage.

Maintain the log showing the percentage for nonconformance reports, safety violations, General site advice, and site instructions.

Full responsibility of the finished project documents and archive them separately in office store in a highly professional way, as it can be easily recovered in the future.

2. QA/QC Document Controller at PDO site (Petroleum Development of Oman)

  
AL TURKI ENTERPRISES L.L.C Muscat (Oman)


September 2011 to July 2015 

· Brief Duties and Responsibilities: 
Receiving, dispatching and filing of all technical and non technical documents in and out of the office.
Maintain the full flow / control of documents as per ISO standard.
Prepare monthly and weekly reports of all tasks & keeping the photographic log in date order, to support the projects planner.
Filing and log in of Material Submittals, Method of Statements, RFI's etc in a more professional way.
Speed-up documents preparation, creation to records, and information retrieval while maintaining the accuracy and traceability of each documents stage.
Resolve conflicts between departments regarding control of the quality and assure the proper flow of information through eliminating unnecessary activity, changing present forms, and adding new forms and work flow necessary for the activities.
Impressive organization of records that was became a pattern for most of the staff which also captured the attention of ISO external auditors.


Maintain the log showing the percentage chart for Non- Conformance Notification, Safety Violations, General Site Advise, and Site Instruction.
Full responsibility of the finished project documents and archive them separately in office store in a highly professional way, as it can be easily recovered in the future. 
Prepare Request for Information (RFI) check list and E-log within 24 hours prior to inspection.
Prepare Material Submittal for Approval to the Consultant.
To ensure that all other discipline activities that required inspection within the activity have been inspected and approved.
Maintain the full flow of drawing register as per ISO standard.


3. ACCOUNTANT 
I-MAX ELECTRONIC L.L.C, Dubai (U.A.E)

 
December 2007 to July 2010

· Brief Duties and Responsibilities:

Prepare and verify daily reports

Prepare daily income/sales and prepare daily journal entry

Prepare authorized refund vouchers

Compile monthly reports


Investigate and collect returned items

Maintain returned check account

Maintain chargeback account

Prepare monthly balance sheet schedules

4. ASSISTANT ACCOUNTANT 

BUDHAGI ENGINEERS & CONSTRUCTION

February 2005 to January 2006
· Brief Duties and Responsibilities:

Collaborate with accounting team to support various accounting projects and activities on a daily basis. 
Provide assistance to prepare financial statements according to company policies. 
Prepare financial status and analysis reports for Board of Directors.
Perform journal entries as per established and statutory accounting standards. 
Carry out reconciliations of account, general ledger and sub-ledger. 
Maintain general ledger at account level. 
Provide financial information for business analysis and auditing when needed. 
EDUCATIONAL QUALIFICATION

· Graduation completed in commerce from Mumbai university year 2008  
COMPUTER AWARNESS

· Certificate Course in computer (CCNA) Hardware & Networking from IP solution.
· MS Office (MS Word, MS Excel, MS Power Point, Etc).
· Installation OS & Hardware, up gradation and troubleshooting OS problems. 
· LAN, Configure Server and clients etc.
· Router Configuration.
· Installation Printer, scanner and other device.
TYPING SPEED 

· Typing speed Worth 40 wpm
PERSONAL DETAILS

· Name: Shaikh Nadeem 

· Date of Birth: 4 February 1986

· E-mail: Shaikh_nadeem@windowslive.com

· Passport Number: G3364159

· Issued Date: 14 June 2007

· Expiry Date: 13 June 2017

· Address: Flat no: D 03/04, Amit apt, Laxmi bhen cheda marg Nallasopara (West) Mumbai, Maharashtra, Pin: 401203

ADDITIONAL DETAILS

· Hobbies: Traveling, Football, Cricket, Volleyball, 
· Languages Known: English, Hindi, Marathi – To speak 
· Languages Known: English, Hindi – To Write
PERSONAL STATEMENT 

By virtue of my work experience and professional training I am well equipped to handle the responsibilities assigned to me. I am looking forward to a challenging assignment in a professionally managed organization, which believes in open and harmonious work culture. Provided with an exciting opportunity I would ensure success through sustained efforts. I would like to contribute to the company’s growth and keep learning along the way, adding value to both the company as well as myself.
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