MUHAMMAD 
MUHAMMAD.313838@2freemail.com 



Carrier Objectives
The objective of my career is to work in progressive and real profession atmosphere that enable me to cope-up with the merging as well as the latest technology and scope for widening the spectrum of my knowledge. The adopt in any organization, environment and to achieve personal and professional satisfaction.
Position Applied for: Time Keeper-Senior 
Job Responsibilities & Experience:
· Coordinate with all of site time keepers.
· Monitoring Labour hours by the Software of ORACEL JD Edwards 9.1.
· Allocates the work force (both staff and Labour) to various site / location / supervisor as instructed by the project manager.
· Collect allocation sheet from site in-charge and gives to QS Dept. for cost coding.

· Audits the “clocked” hrs. Of tradesman and editing / adding the cost code.

· Approves the OT as per the overtime sheet signed & approved by project manager.

· Prepares the hired tradesman monthly timesheets and get approved to pay from project manager.

· Random site checks to make 100% output from the workforce by not allowing workers to take extra rest/break hrs and late reporting, early leaving etc.
· Maintained proper records of employees proceeding on leave, returning from leave, absconded, resigned and terminated etc.

· Manpower manning sheet, leave, absconded & termination list maintaining.

· Requisition for plant and Equipment’s –hired / off hire / replacement / movement / extension etc. and follow up with National plant.
· Prepare breakdown reports and coordinating with mechanics with mechanics (MPD) to get it done.

· Prepare monthly time sheets for all plants (both MPD and External Hired) and get it approved by Sr. PM

· Cross check the external hired plant invoice with actual and get approval to pay from project manager.
· Arrange internal plant movement and allocating as per PM’s instruction.

· Transportation arrangement for both labourers and staff.

· Heavy duty and Light duty vehicle arrangement for all site activities.

· Coordinate with MP for vehicle / machine service and repair.

Other related works:
· Prepare the daily / weakly / monthly progress report for consultant, planning and safety Dept.

· Prepare the weekly forecast for planning the weekly program and follow up to get the additional resource required.

· Prepare gang wise report daily

· Co-ordinate with H R, Admin for

                          Leave, Air ticket booking and leave benefits
                          Medical reimbursement and other reimbursement



Passport and visa request & enquiries to HR department



Release of salary / HRA arrears etc.



Salary distribution for both labourers and staff

Personal Experience:
February 2015 - to Present







: Time Keeper






  Al Jaber Transport & General Contracting L.L.C 







  (Head Office)







  P.O Box 2175







  Abu Dhabi U.A.E







Job Role: Administration






Project Name:-

1. Mafraq to Ghweifat Road 3B-BU#633

2. MBZ City Bu#643
September 2013 – December 2014 






: Time Keeper






  HRL Habib and Rafiq (Pvt) Limited






  Rawalpindi, Islamabad






  Pakistan.







 Company Industry: Construction







 Job Role: Administration

Education:
2014 – 2015 






Muzzafarabad University Ajk Pak






Bachelor’s Degree, Arts (B.A)






B.A passes as Private Candidate
2010 – 2012







Mirpur board of Intermediate & Secondary Education 







Ajk, Pakistan 






Intermediate of Computer Science (ICS)
2008 – 2010 






Mirpur board of Intermediate & Secondary Education 







Ajk, Pakistan 






Secondary School Certificate (SSC) 
Computer Training Course: 
2010 – 2011






Punjab Skill Development Council






Auto Cad






6 Month Diploma
2009 – 2010






Allama Iqbal Academy Trarkhal






6 Month basic Computer training Course







Ms Word, Ms Excel, Photoshop, In page, Coral Draw
Computer Skills:

· Preparing all Technical Queries related to the computer work.

· Monitoring all construction process for compliance with the specifications, scope and quality assurance as
· Per project document.

· Estimating and enlisting material required.

· Project schedule preparation.

· Make Engineering Calculations in connection with field using CAD.

· Preparing schedules for material receiving inspection.

· Preparing documents.

· Daily activity progress.

· Provide technical support for system operation.

· Manage All Sub-Contractor Records.

Achievement / Qualification 

· Basic First-Aid.

· Fire Fighting.

· H.S.S.C And F.A Comport. 

· Achievement of 6 million Man-hours without any Lost Time Injury (Abu Dhabi International Airport New 2K Runway)

· Achievement of 4 million Man-hours without any Lost Time Injury (Bridge At Labor City F2 Mafraq)

· Achievement of 4 million Man-hours without any Lost Time Injury (Muhammad Bin Zayed City Projects)

Strength

· Qualified Professional

· Professional approach to jobs and responsibilities assigned and result oriented  

· Hard working & ready to face any challenge.

· Presentation skills , dynamic , personality – team player

· Contributing ideas on improving office procedures

· Capable of leading team, will power and confident

· Quick learner and keen observer.

Languages:-

Language                             Read                                Spoken                                   Written

English


           Good   

  
     Good


   Good
Urdu 

                       Excellent  

   Excellent  

              Excellent  
Arabic

                       Excellent  

     Good


 Excellent  
Hindi

                          No  

                Excellent  

                   No

  

Declaration:-
I hear by conformed that all above statement are correct and best in my knowledge. 

[image: image1.png]



3 | Page

