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Imran

Imran.297671@2freemail.com                                    
Objective:- 
To seek a challenging job with the spirit of serving and learning in any prestigious organization’s challenging environment. 
EDUCATIONAL QUALIFICATION: 
· Matriculation with Science from Board of Intermediate & Secondary Education Gujranwala in 1998. 
· Intermediate from Board of Intermediate & Secondary Education Gujranwala in 2000.
PROFESSIONAL QUALIFICATION:
· 6 month short course in MS OFFICE & Computer Hardware and Software from the “SALAAM COLLAGE OF COMPUTER SCIENCES” Hafizabad. 
· Short hand course from Hafizabad (Punjab).
· I have Safety certificate for offshore work from Emirates Technical & Safety Development Center (UAE), which is Travel Safety By Boat (Opito approved course code-5605)
· First Aid Response Training Certificate (Aims of First Aid, Incident Response, and Respiratory & Circulatory system, Emergency First Response & CPR, Recovery Position, Control of Bleeding, and Managing Shock head, Neck or Back Injuries).
TRAINING:
Worked as “Software Installation” with “SALAAM COLLAGE OF COMPUTER SCIENCES” Hafizabad (Pak).
CAREER SUMMARY:
·  6 years experience as Camp Boss in “ARGAS ARABIAN                  GEOPHYSICAL & SURVEYING CO.” at Saudi Arabia from 2002 to 2007.

· 3 years and 3 month experience as Camp Boss in “ARABIAN CONSTRUCTION COMPANY” at Abu Dhabi (UAE) from Jan 2009 to March 2012.

· 1 year experience as Camp Boss in “TECHNO ENGINEERING SERVICES (PVT) LTD”- Jebel Ali FRZ (UAE) from April 2012 to April 2013, Project IRP-II (Inter Refineries Pipelines- II ) Project  No. 5595
· 3 years experience as Camp Boss in Al Jaber Energy Services LLC, (UAE) from April 2013 to April 2016 on Zakum Island, ECW Project-UZ 750 (offshore) North Island.
· Currently working as Camp Supervisor in Hayat Communication at Dubai (UAE) from July, 2016
KEY RESPONSIBILITES HANDLED:
· Receive new employees from Air Port.

· Communicating and coordinating with all employees and departments to deal with miscellaneous queries such as Visa schedule HR requests, Finance queries and others.

· Arrange their Medical and Re medical & Jail work. 
· Arrange the New Emirates ID card and Renewal.
· Arrange accommodation for the employee’s nationality / Religion wise.
· Ensure the allocation of all personnel in accordance with the accommodation policy.
· Arrange camp and site safety induction and training of all new staff.
· Maintain camp occupancy master file / record on daily basis
· Planning and development of camp & accommodation to meet project requirements

· Accommodation and Housing facilities charges reports for sub-contractors.
· Daily self-check for each meal to ensure that the Quality/Quantity of the food is as per service agreement terms and according to the approved menu. Regular feedback to be obtained from random staff on the quality of food.

· Supervision of catering facilities food hygiene standard food distribution
· To maintain messing arrangements for multinational (Bangladeshis, Pakistani,Indian,Arabic, European etcs)
· Supply and record keeping of living items such as blankets, soaps, glasses, pillows, beds sheets, towels etc to the residents.
· Making notes for the awareness the workers about Transfer, Renew Passport, Leave Salaries and Cancellation etc.
· Ensure that employees maintain the discipline at camp and timings in recreation & gymnasium rooms
· Participate with management and HSE team members to walk around the camp on weekly basis.
· Attending the meetings of camp management and organize the welfare meeting on weekly basis.

· Display of transport schedule, camp rules and regulations, management notices, HSE posters, medical bulletins, weekly menus on notice boards.
· Checking of Laundry for cloth washing standard and prompt delivery
· Organized vehicle transportation for sub-contractors, visitors and VIPS.
· Regular update to top management about runaways of manpower if any
· Assign drivers duty according to the site requirement
· Arrange pick up and repatriation of cancelled employees
· Organized Transportation for workers need to go hospital - sick / injured.
· Maintain records for general use such as vehicles, insurance policies
· Ensure that all documents required by Personnel Department are completed and returned in time for employees under his jurisdiction.
· Initiate the Fast Accident Report immediately when any accident / incident noticed and then forward it to the HSE Manager, Administration and Personnel Dept. Manager and Deputy Manager following ISO 9001:2000 policies.

· Maintain the telephone numbers for Fire, Police, Ambulance, and Contracts Manager, to contact in case of emergency.
· Make a computerized fire plan and position the first aid fire fighting equipments according to the plan. Periodic inspection of these equipments and dealing with vendor if required.
· Follow up repairing and maintenance of company owned vehicles and heavy equipments.
· Regular checking to insure all the assets are in place and good condition (Including beds, lockers, water pump, etc.)
· Making sure that who is going on leave has shifted his belongings to the specified store
· Daily distribute the resuming duty paper.
· Daily prepared passenger manifest & POB send to management & Client
· To Coordinate and arrange timely In/Out movement (Transportation/Attendance) of all personnel between Abu Dhabi City and Camp.

· To assure the organization of communications equipment (radios, email, cell phones, land lines , satellite TV, satellite phones)

· Daily checking vehicles.
· Monitoring of water supply and maintaining the monthly report
· Send water sample of the treatment plant for checking plant progress.
· Monthly Water treatment plant reports.
· Monthly Water Meter reading reports.
· Arrange the Shower water and drinking water and daily monitor R/O & STP.
· Maintenance the records relating to the removal of sewage water and garbage from the camp premises.
· Resolving and managing queries and complaints courteously and efficiently.

· The maintaining of records for all maintenance matters.
· Maintain the camp and look after the workers
· If someone fight in camp try to solve their problems
· Supervision of room cleaning, housekeeping and camp facilities
· Monitoring the Pest Control service as required and scheduled and informing the occupants to have their places ready for the servicing
· Daily attendance and fill the time sheet and send to head office
· Appraising staff performance and also taking disciplinary measures when required.
· Daily camp report send to Head Office 
· Salary distribution 
· Requisition for Materials send to Head Office 
· Maintain the record of material transfer site to site. 
· Supervising the Guards work to make sure they are properly applying the Entrance and Exit policy and rules especially the prevention of the taking IN and OUT of the forbidden and illegal things

· Making sure that there are no outsiders residing in the building.
· Checking the First aid kit 
· Maintain the stores and monitor the chiller temperature 
· Weekly full camp inspection with client including catering, housekeeping, accommodation laundry etcs.
· Electric problems 
· Information about restricted areas 
· Trained camp team members for fire fighting

· Information about fire alarm & safety alarm
· Information about Safety meetings & safety points
· Weekly basis Safety drill in Camp
· Weekly inspect Fire Extinguisher

· Distribute PPE (cover all, safety glasses, safety shoe and hand gloves)
COMPUTERS SKILLS:
In Addition to computer:- 

	Excellent 
	· Have knowledge of computer hardware & software installation, up gradation of computer software, and knew new Window installation and Window repair, Microsoft Word, Microsoft Excel, Microsoft Power Point, Urdu In page, Outlook, Internet Browsing,
· Office related Documentations Work 
· Operating Systems: Windows XP/2000/98/7
· Responsible for day-to-day office related work documentation management.


