ABDUL 

ABDUL.301774@2freemail.com  


CAREER OBJECTIVE:

To seek a challenging and rewarding position in the reputable Organization where I can learn and excel using my knowledge and commitment.

As a self motivated and highly organized individual, my focus is always to see each project work. I undertake to an expected end. I am dedicated to excellence and believe in building my character based on integrity and trust. as result my ability to relate with people and meet mutual benefits has always been my main goal my core skills and natural talents. Communication and organization protects my managerial abilities look forward to making a positive impact in your organization.

Enabling Attributes:

Ability to coordinate the efforts of a large team of diverse creative employees.

Demonstrated ability to increase productivity and continuously improve methods, approaches, and departmental contribution.

Commitment to continuous learning.

Expert in Internet and social media strategy with a demonstrated track record.

Demonstrated ability to see the big picture and provide useful advice and input across the company. Ability to work within deadlines and achieve targets.

Ability to manage time and prioritize work under pressure. Ability to lead in an environment of constant change.

Experience working in a flexible, employee empowering work environment. Excellent Communication, Presentation and Interpersonal skills

Strong Experience in the arena of Administration Management Dynamic personality with a drive to achieve targets

Reliable, trustworthy, and abide by the company's' terms and conditions.

Proficient with computer skills (MS Office, Outlook, PowerPoint, Internet, Email)

RISING SUN EDUCATIONAL SERVICE (Lahore)

Administrator
March 2004 to January 2013

Job Duties:

Operating Company Time Office System

Searching New and Latest Printed Material on Different Websites. Web Searching

Data Entry

Deals with Institutions Colleges and Universities Shipments Clearing (Custom Clearance)

Making the diesel Schedule for the company

Deals the accommodation and food for Employees.

Coordination with Security Staff Sales Tax return Checking

Make the Payroll and overtime

SEOBON CONSTRUCTION CO. LTD (Abu Dhabi)
January 2013 to Date

Administrator

Job Duties:

Make the Payroll and overtime

Operating Company Time Office System Data Entry

Making the diesel Schedule for the company

Deals the accommodation and food for Employees. Coordination with Security Staff

Procurement

Material Control Equipment arrange

Maintain confidential records and files

Labor management by producing daily manpower reports.

Medical treatment & PPE material arrangement for the worker's. Maintain office stationary & welfare material etc.

Responsible for all personnel and administrative duties.

Administering payroll, end of service benefits & compensation for worker's including Bangladeshi and Pakistani.

Prepare monthly payroll, personnel and other reports as per requirement. Responsible for manpower recruiting from Pakistan.

Analyzing training needs to design employee development and health and safety programs. Prepare gate passes for local hired workers.

Prepare monthly payroll for local hired workers. Prepare RFID cards for manpower.

Control locally hired equipment.

Prepare leave record for Omani workers.

Many other tasks performed as an Administrative Assistant.

Survey of local market and collect material quotations and check the source of supply.

Arrange main raw materials Cement, Asphalt, Re-Bar, Petrol, Diesel, Sand, Aggregate etc. Prepare daily & monthly reports.

Disposal of useless & surplus material. Officers and worker's mess control.

Administration manpower control and Supervision of camp maintenance.

Prepare purchase approval vouchers and cash settlement with accounts department. Prepare and maintain control and status reporting documents.

Make arrangement for travel and liaise with travel agents.

Communicates with Engineering to assist and/or guide them in the preparation of material requisitions for the procurement of materials and equipment and to achieve the understanding needed to process these requisitions.

Make schedule for administration drivers.

Many other tasks performed as a procurement officer and administrative Assistant.

EDUCATION:

	EXAMINATION
	YEAR
	INSTITUTION

	Matriculation
	2000
	B.I.S.E Multan Pakistan

	Professional Diploma in
	2002
	National Textile College and Management Institute

	Textile and Fashion Designing
	
	Faisalabad Pakistan


Computer Skills:

Proficient in MS Office Internet & e-mail

Declaration:

I hereby declare that all the above information are true to the best of my

Knowledge and belief.

