
OBJECTIVE

I look forward to working in an environment, where my professional skills as well as educational qualifications are utilized for the benefit of the organization. I also offer my proficiency in computerized accounting like M.S Office, Peachtree, QuickBooks, Tally, AutoCAD and IOSH for the efficient management of the organization. 

PROFILE

Looking for a career in a dynamic organization which provides me excellent working experience in HR  to character building , development of  managerial and technical skills in highly competitive  and professional environment, so I can use my skills and grow professionally.
EDUCATION

Bachelor in Arts (B.A)

University of Azad Jammu & Kashmir, Muzaffarabad 

F.Sc  (Pre-Engineering)
The Board of Intermediate and Secondary Education Mirpur AJK
Matriculation (SSC)
The Board of Intermediate and Secondary Education Mirpur AJK

SUMMARY OF WORK EXPERIENCE

Job Title:
Building Contractor
Organization:
Kashmir Construction Company (Pvt) Ltd.
Duration:
06 years
Job Responsibilities:

· Make sure the client is aware of the client duties under CDM 2015 before any work starts

· Plan, manage and monitor all work carried out by themselves and their workers, taking into account the risks to anyone who might be affected by it (including members of the public) and the measures needed to protect them

· Check that all workers they employ or appoint have the skills, knowledge, training and experience to carry out the work, or are in the process of obtaining them

· Make sure that all workers under their control have a suitable, site-specific induction, unless this has already been provided by the principal contractor
· Provide appropriate  supervision, information and instructions to workers under their control

· Ensure they do not start work on site unless reasonable steps have been taken to prevent unauthorised access

· Ensure suitable welfare facilities are provided from the start for workers under their control, and maintain them throughout the work.

Job Title:
Management Catering Services
Organization:
Taj Sons Tent & catering Service.
Duration:
03 years
Job Responsibilities:

· Managing the food and beverage provision for functions and events.
· Supervising catering and waiting staff at functions.
· Planning menus in consultation with chefs.
· Recruiting and training permanent and casual staff.
· Organizing, leading and motivating the catering team.
· Planning staff shifts and rotas.
· Ensuring health and safety regulations are strictly observed.
· Budgeting and establishing financial targets and forecasts.
· Monitoring the quality of the product and service provided.
· Keeping financial and administrative records.
· Managing the payroll and monitoring spending levels.
· Maintaining stock levels and ordering new supplies as required.
· Interacting with customers if involved with front of house work.
· Liaising with suppliers and clients.
· Negotiating contracts with customers, assessing their requirements and ensuring they are satisfied with the service delivered (in contract catering).
· Ensuring compliance with all fire, licensing, and employment regulations.
· Maximizing sales and meeting profit and financial expectations.

In more senior posts, principal tasks involve
· Overseeing the management of facilities, e.g. checking event bookings and allocation of resources/staff.
· Planning new promotions and initiatives, and contributing to business development.
· Dealing with staffing and client issues.
· Keeping abreast of trends and developments in the industry, such as menus or trends in consumer tastes.
PROFESSIONAL SKILLS
· Good Communication and interpersonal skills.

· Good keyboard skills and good knowledge of all operating systems, software etc.
· Last five years  computer typing working experience
PROFESSIONAL CERTIFICATES:

· Certification in Computer Courses 
· Certificate in Peachtree, Tally, Quick Book

· Certificate in IOSH 

· Certificate in AutoCAD (2D + 3D)
· English Language Speaking Course 
AWARD:

· Pakistan Army 3AK Bargade Award me the Best Performance of Building Contractor Management.
PERSONAL INFORMATION
Nationality:

Pakistani
Date of Birth:

16-02-1988
Expiry Date:

12 Dec 2016
Religion:

Islam
Marital Status:

Single
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