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ROADS & TRANSPORT AUTHORITY





Master of Business Administration, Project Management Primavera P6                              

(Valid UAE Driving License)

OBJECTIVE

Seeking an appointment with a professionally oriented organization offering long-term career path in area relating Project Management, Finance & Human Resources. To work in a dynamic organization where advancement is based on achievements.
WORK EXPERIENCE 
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·  Currently Working as Project Administrator in Louis Berger SAS Company       
Founded in 1953, Louis Berger’s quality of work, integrity and commitment has built decades-long client relationships with local, state and federal governments; multilateral institutions; and other public and private entities. 
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From Jan-2015 till to Present
Client : Road & Transport Authority (RTA) 
Project: Pedestrian Bridges at Various Location in Dubai (R983)
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Project Value : Dhs 28,790,478.00
Main Contractor: Waagner Biro Gulf L.L.C 
Project: Improvement of Al Awir Road & International City Accesses (R1005/1)
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Project Value: Dhs 191,000,511.99
Main Contractor: Afcons Construction Mideast L.L.C 
Job Responsibilities:
· Initiates and tracks documents through correspondence, document submittals, proposed change orders, requests for information, meeting minutes, subcontractors and contract issues.
· Coordinates with various staff for accurate and timely recording of project costs, including time sheets, daily reports, etc.
· Assisting with planning engineer monitoring Project master schedule in line with the proposed requirements through the application of the primavera P6 software.
· Identifying the project deliverables, milestones, and required tasks and targets to determine the staffing requirements, and allotment of available resources to various phases of the project through the project measurement system. 
· Monitoring the work schedule and progress of the work for timely execution of the project through daily/weekly/monthly/ reports with respect to review of the overall project.  

· Communicates effectively with other team members concerning problems, obstacles, issues, and information needs.
· Provide administrative assistance for project team (e.g., schedule and facilitate meetings, produce meeting materials/minutes/action items, coordinate attendee schedules, etc.)
· Responsible for assignments such as new staff on-boarding, maintenance of distribution lists, and serves as the administrative point person for all team members.
· Assists with providing quality control / proofreading / editing documents / communications, prepare correspondence, reports, and high quality presentations.
· Coordinate with the construction team to ensure that they are working with the latest approved drawings.
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Record information through logs, areas of concern, critical site requirements and any other correspondence deemed necessary to convey site progress with respect to the approved programme,Registration & Applications 
· Worked as Project Administrator (Quality Control ) in DRYDOCKS WORLD DUBAI
From 2011 Till to 2014
Project Handled: MCV Eagle Texas & MCV Eagle Louisiana, Dolwin-2, FSRO Toscana, 
Drydocks World located in one of the rapidly developing regions of the world and a busy trading route. The shipyard is the largest facility in the Middle East. A ship repair yard of choice, it is also the preferred location for vessel conversions, new building and offshore construction.
          Job Responsibilities:
· Coordination with project team and clients to maintain quality as per clients requirement.
· Managing the manual and electronic transfer of inspection & technical documents.
· Drafting and typing correspondences, proofread and dispatch to the concerned,
compile data and prepare reports, charts, and tables.
· Exercising  drafting of proposals, multimedia presentation, and letter writing, finalizing and posting through electronic emails.
· Following up related activities and provide supervision with records, files, information and up to date progress/ status when needed.
· Answering queries of employees on related matters and to coordinate with other department employees or outside parties (Sub-Contractor)  on work related issues.
· Maintaining confidential and general filing system, and keep required office stationery and supplies.
· Answering and transfer incoming telephone calls  and direct calls to the appropriate person, take messages, and place (outgoing) calls.
· Greeting and welcome visitors in a professional manner, determine the nature of their visit, and direct  visitors to the appropriate person within the company.
· Coordinating the preparation of data reports, analyzing data, and identifying to give the solution for administrative problem of the dept / company.
· Providing administrative support to the top Management.
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 Worked as HR & Admin Officer in Razmak Industries Marks Peshawar (Pakistan) 
 From 1st January 2010 to 30th of Sep 2011
Since its establishment in late 1980's, Razmak Industries has made giant strides                                                                                                                                      towards development and success in fiberglass pickup canopies and pickup    conversions field.

Job Responsibilities:
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Recruiting staff – this was includes developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing and selecting right candidates.
· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc)
· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management.
· Planning, and sometimes delivering, training - including inductions for new staff.
· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· First point of contact in absence of HR Manager, answering queries and/or preparing answers under supervision of HR Manager.
· Prepare various kinds of HR related correspondence.
· Assist and support management and the leadership team with handling and resolving Human Resources issues.
· Perform other reasonable job duties as requested by HR Manager.
·  Internship in NATIONAL BANK OF PAKISTAN as a Customer Service Officer. 
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 From 1st July 2009 to 31st August 2009
Job Responsibilities:

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.To identify potential customers for sale of Visa/Master credit cards through Tele & direct marketing.
· Recommends potential products or services to management by collecting customer information and analyzing customer needs.
· Documentation of data   through Bank Special Software’s like ECIB, CIF and F56.
· Opens customer accounts by recording account information.Receipt & payment to customers.
· Responding promptly to customers’ requests via telephone, mail, voicemails or emails.

· Provide information about products and services.
· Maintains customer records by updating account information.
EDUCATIONAL QUALIFICATION
2008 - 2009
Master of Business Administration

University of Peshawar
Degree Attested from UAE Embassy, Higher Education of Pakistan (HEC) &   Ministry of foreign Affairs
2006- 2007         Bachelor Degree


University of Peshawar



Degree Attested from Peshawar Board & foreign Affairs of Pakistan.
2004- 2005      Intermediate 


Govt Degree College



Attested from Mardan Board
2002- 2003      Matriculation



Govt High School Thandkoi



Attested from Peshawar Board 
COMPUTER SKILLS
PERSONAL INFORMATION     
One Year Diploma, Project Management Primavera P6, Proficient in handling modern software of computer, working knowledge of Windows, MS Internet E explorer, Outlook,  MS Word, MS Excel, Ms PowerPoint presentation,  Peachtree Accounting, Oracle (Mariner System)
OTHER SKILLS
· Knowledge of Computers and Various Software’s 
· Strong oral and written communication skills 
· Knowledge of HR and Administrative Procedures.
· Team Player, Reliable & Self-Motivated.
· Organizing and Planning.
TRAINING & ACHIEVMENTS
· Risk assessment & Risk evaluation training.
· Dangerous good & material handling.

· Environmental Aspects

· Health & Safety training.
· Basic fire fighting Training.
· Successfully complete documented projects are FSRO Toscana, BW Athena,  MCV Eagle   Texas and Eagle Louisiana and Ship repair with Drydocks World Dubai.
PERSONAL INFORMATION 
· Nationality

: 
Pakistani

· Marital Status

: 
Married
· D.O.B


:
03rd March 1986
· Languages

:
English, Urdu, Hindi,  Pashto, (Arabic learning)
HOBBIES/INTEREST
Playing cricket & football, Poetry, Listening music and reading books/newspapers
PAGE  


Page i of iv

