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                       curriculum vitte
  SHAFEEQUE
SHAFEEQUE.321112@2freemail.com 
    Present Address: Abu Dhabi.UAE
Email.
Professional Profile 
Self-motivated and highly experienced Professional over 10 years of experience as a Sr.Time keeper and Administration Coordinator in Abu Dhabi & Qatar which provide proven ability to maintain and establish a control system for the Employees' time and production records, timesheets Review, work charts, control all documents and timecards for completeness, Transportation for all areas, work site coordinate and also control for accommodation in Camp. Now seeking a suitable position in a well-established organization.

Career Objectives
To work as a professional in a dynamic organization that encourages the growth and efficiency and would serve as a platform for extending out my hard work and complete contribution.
Total Experience

10 years’ Experience in Abroad as a Sr.Timekeeper Cum Administration Coordinator.
Area of Expertise
· Payroll Coordination
· Cost allocation

· Time & leave administration 

· Employee Relation

· Recruitment Assistance
Personal Qualities

· Effective dealing with Employee & camp issues and fast & Strong solving ability  

· Numerical Skills

· Can work under minimal supervision.

· Proactive/ Self-motivated/committed.

· Able to multi-task and be accommodating to changing priorities. 
· Have excellent communication and interpersonal skills. 
Professional Summary
· Verify the labor supply Job Sheets and prepare the wages.

· Administer the camp activities and oversee the requirements

· Employee relations & attend Labor queries as an when required

· Follow up leave application, Resignation and Termination.
· Coordinating with the candidate for the onboarding process

· Prepare the termination letter and warning letter for employees.

· Employees' time and production records, 

· Reviews timesheets, work charts, and timecards for completeness, 

· Computes total time worked by employees, posts time worked to master timesheet, and routes timesheet to payroll department, 

· May locate workers on jobs at various times to verify attendance of workers listed on daily spot sheet. 

· Distribution and documentation of Labor Cards and Security badges.

· Allocation/ transfer of Employees as per Project requirements, 

· Maintaining personal records documentation system liaising with local bodies, accounting etc.

· Transportation for all areas and also control for accommodation in Camp.

· Compiled employees’ time and production records, using calculator or computer. 
· Located workers on jobs at various times to verify attendance of workers listed on daily spot sheet and be designated Spotter. 

· Interview employees to discuss hours worked and pay adjustments to be made and be designated Pay Agent. 
· Arranging  & scheduling safety induction & safety Training for all employee 
· Update Employees sick leave and annual leave Register.
· Punch card attendance system prevents the proxy attendance and records the accurate in and/or out time of each employee.

· Full Experience with attendance management software, Thumbs and Biometric systems. 

· Prepare daily basis over time sheet.
· Run the time validation summary report on a regular basis. Compare the input from paper forms (timesheets), emails or other documentation to the time validation summary to ensure time has been input accurately.
Academic
Board of Intermediate and Secondary.



Technical education

Microsoft Office (MS World, MS Excel, MS Power Point, Outlook), 
First Aid Training (Orient Management Consulting & Training)

Professional Experience Synopsis
May 2015 to till


          Sr. Timekeeper, Admin coordinator
Masri Engineering & Contracting Est.  Abu Dhabi.
Project Name: Sheikh Zaid Grand Mosque Centre & Plaza
 June 2014 to April 2015

Sr. Timekeeper
UrbaCon Trading & Contracting, LLC .Qatar

Project Name: WSD-SDR   (Sheraton Doha Renovation)
February 2007 to March 2013 

        Sr. Timekeeper, Admin coordinator
Consolidated Contractors Int’l Company (CCIC). Abu Dhabi

Project Client:    ADCO, Casco, Al- Hosn.
Project Name:   OGD111, BHGP Pipeline, OAG Pipe Line, SAS (Sahil & Shah full fields Development Project)


SSSP     (Shah Sulphur Station & Pipeline Project)

Personal Data

Place of Birth


Kerala 
Nationality



Indian 
Religion



Islam

Marital Status


Married

Language

English, Malayalam, Arabic, Thelugu, Hindi, Tamil.
Reference
Will be provided upon request. 
DECLARATION
   

I, Shafeeque hereby solemnly declare that, the above-furnished details are right to the best of my knowledge and belief.
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