







SAUDI 
Saudí.344298@2freemail.com







Organization & Planning Division 







Human Resources Department
TRANSFERABLE IQAMA

VALID DRIVING LICENSE

MUKHTAR ALAM


OBJECTIVE: Looking for a stable position in a company as an HR professional, Coordinator, Administrator, Executive Secretary and Organization & Development Coordinator where I could utilize my skills, target oriented and time management skills for the profitability of the organization.

EXPERIENCE: 9+ Years
PROFILE OF WORK EXPERIENCE
Working with Saudi Cement Company (SCC) Dammam, Human Resources Dept. as an Organization & Development Coordinator from 04 February 2015 to till date.

The main responsibilities are as follows:
· Conducts detailed studies on the optimal methods for designing the organisation structures of Company’s various departments in order to measure adequacy of size & competencies to meet the targeted objectives.
· Presents the final versions of the organization structures to the Department heads and the Executive managements for obtaining their approvals on restructured organizations to improve the efficiency.

· Prepares/drafts Job Descriptions of different position along with Job Analysis form with coordination of dept. head.
· Prepares and keep updating organization chart/structures of all organization in department wise.

· Prepares Job Analysis of new generated position as well as up-grading of existing position as per request of concern department.

· Prepares the Job Evaluation of the new Position to assign the grade and obtain the approval from concern Managers and CEO.
· Assists organizations in the development of the policies and procedures in a company-wide uniform manner as well as looks for areas, which could indicate duplicity in performance to be eliminated, and ensures the implementation of effective internal controls within any given procedure. 
· Reviews, updates, and develops, as and when required, policies and procedures of the respective organizations and works closely with the key Department personnel in the finalization of these documents in order to ensure that the current update of these procedures are the true reflection of the assigned functions therein.

· Analyzes manpower requirements and, where applicable, recommends changes to improve employee efficiency and productivity and to achieve cost reduction and/or efficiency improvements through the utilization of out-sourced manpower.

· Monitors manpower schedules on a Company-wide basis and prepares reports on findings and trends to be presented to the Executive Management for taking appropriate actions.
· Carries out studies to diagnose and recommend the necessary courses of action to remedy any problem related to the Manpower Planning function and ensures optimum utilization / cost effectiveness of manpower resources.

· Objectively evaluates all requests for additional manpower, creating new positions, deleting positions, upgrading positions, downgrading positions, re-titling positions and splitting positions.
Miscellaneous Task: 
· Coordinates with Training Div. to enrollment of trainees for Internal Auditing & IRCA Lead Auditors training.

· Prepares and arranges the performance appraisal of the employees with coordination with depts. Managers.

· Prepares the Organization & Planning Div. – HRD yearly budget in coordination with HRM.

· Arranges and attends the meeting and training related with Audit and certification.
· Planning, implementation, and maintenance of quality systems confirming to ISO 9001:2008, Saudi Arabian Standards, Metrology & Quality Organization (SASO), EN 197-1 and American Petroleum Institute (API) & BE-CERT (Belgium).

· Prepares Quality Objective & Targets of dept. in coordination with dept. head.

· Finalizes the draft procedures and distribution list in consultation with the concerned dept. head by personal discussion or through a written request.

· Maintains various quality record according to the retention period, prepare and updates the retention period list accordance with concerned dept.

· Prepares Internal Quality Audit schedule and maintains all Quality related documents.

· Carries out internal quality audit of the respective dept. in accordance with the approved internal quality audit schedule.

· Scrutinizes Audit report and summaries non-conformance according to their category. Prepares corrective action request (CAR) as per the non-conformance.

· Prepares Management Review Report for the year with the coordination of depts. Head and arranges meeting with Managers & CEO to discuss on Review Report.

· Communicates with certification body (SASO, API, TUV-ISO, BE-CERT/CE) to arrange External Audit of the organization to conduct the Surveillance and certification Audit.

· Maintains and keep record of the issued certification of the organization.

· Prepares and updates the Organization Quality Manual as per the standards of ISO, API & EN with the coordination of Quality head and HRM/certification body. 
PROFILE OF WORK EXPERIENCE
Worked with A.A. TURKI CORPORATION (ATCO) DAMMAM, Ports Management & Marine Services Division as an Executive Secretary/Contracts Administrator form 20 November 2011 to 25 January 2015.

The main responsibilities are as follows:
· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution. 

· Open, sort, and distribute incoming correspondence, including faxes and email. 

· File and retrieve documents, records, and reports. 

· Greet visitors and determine whether they should be given access to specific individuals. 

· Prepare responses to correspondence containing routine inquiries. 

· Maintaining records, keep confidential important information and performing basic bookkeeping work. 

· Prepares agendas and arranges for committee and other meetings. Compile, transcribe, and distribute minutes of meetings, also attend meetings in order to record minutes. 

· Makes travel arrangements; prepares itineraries; prepares compiles and maintains travel vouchers and records.
· Meet with individuals, special interest groups and others on behalf of executives. 

· Prepare reports, memos, letters and other documents, using word processing, spreadsheet, database, and/or presentation software. 

· Receive Invitation of Proposal for Bid from ARAMCO, KJO and other clients, and send them willingness to participate for Bid.
· Participated in preparation of bid proposals for submission to ARAMCO, KJO and other clients as per their requirements and standards.
· Handles correspondence & documents including hard as well as scanned copy. 
· Coordinate and cooperate with project management, commercial, legal and insurance departments during the compilation of proposal.
· Handles all duties in support of Procurement & Contracts throughout the Bid/Proposal.
· Engages in correspondences interactions between all disciplines i.e. contractors, subcontractors, company, vendors and suppliers. Provide contract references in all requirements to resolved critical disputes.

· Prepare contractual letters/notices in case of any dispute or change in scope of work and defend contractual claims.
· Issues and distributes Internal Orders to all Department Managers for the commencement of the project upon signing the Contract Agreements by both parties and/or receipt of acceptable Purchase Orders.
· Maintains Bid/contract files and database including the safe keeping of original contract agreements.
· Arranges supporting documents such as Bill of Quantities, Drawings, Time schedule, Certificates and other related documents required for signature of both parties.
· Recruits/staffing of offshore crew/master of the vessels and administrations staff of the division. 
· Prepares Letter of Invitation (LOI) as per requirement and issue to concern personal.
· Prepares/updates vacation schedule of supporting staff, arrange ticket booking of the same.

· Checking ARAMCO & KJO ECN twice in a week for new tender announcement and inform Executives of the same.

PROFILE OF WORK EXPERIENCE
Worked with MAKSHAFF Services Co. L.T.D., Riyadh (KSA), Projects & Maintenance Department, as a Secretary from 17 October 2009 to 09 May 2011.
The main responsibilities are as follows:
· Open, sort, and distribute incoming correspondence, including faxes and email.

· File and retrieve corporate documents, records, and reports.

· Greet visitors and determine whether they should be given access to specific individuals.

· Performs general duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

· Prepares agendas, compile, transcribe, and distribute minutes of meetings and make arrangements for meetings.

· Attends meetings in order to record minutes.

· Prepares reports, memos and letters using word processing, spreadsheet, database, and presentation software.

· Prepares the daily activity and important documents to be signed by the Immediate Manager.

· Receives and transfers important messages from clients and other important person.

· Assists the immediate Manager regarding the department by showing the documents and other important files.
· Stores important files or documents in computers. 

· Assures the confidentiality of important matters.

· Makes travel arrangements, preparing, compiling, and maintaining travel records and vouchers. 

· Recommends actions to be carried on office expenditures like supply and equipment needs.

· Performs other duties as may be assigned from time to time.
PROFILE OF WORK EXPERIENCE
Worked with Bader Al Mulla & Bros. Co. W.L.L., Engineering Group, Kuwait, as a Project's Secretary/Project’s Coordinator from 08 August 2007 to 28 September 2009. 
· Managing, organizing, scheduling and maintaining information for site/project employees.  

· Operate office equipment such as fax machine, copiers, phone system, and use computers for spreadsheet, word processing, database management and other applications.

· Distribution and filing of incoming e-mails, faxes, and letters.

· Types of reports, letters, memos, minutes of meetings and routine correspondence (MS Word).

· Prepare and maintain computerized lists and tables (Ms Excel).

· Creation of power point presentation and other reports as necessary.

· Working on the Maintenance Management System Software (Faciliwork 5.0).

· Handling of petty cash and handling of stationeries.

· Arranging the LPO, which is required in the site, making the quotation according the site requirement?

· Preparing daily, weekly & monthly reports and submitting it to the client.

· Answers phones and give information to callers, take messages, or transfer calls to appropriate individuals.

· Arrange and maintain monthly materials for project/site.

· Arrange travel schedules, ticketing and hotel booking for office personnel.

· Compose, type, and distribute meeting notes, routine procedure and reports.

· Locate and attach appropriate files to incoming correspondence requiring replies.

· Make copies of correspondence and other printed material.

· Open, read and distribute incoming mail and prepare answers for incoming letters/mail.

· Arrange and maintain yearly leave schedule for staff.

· Schedule and confirm appointments for clients, customers.

· Performs other duties as may be assigned from time to time.

Certification/Achievement:

· Successfully completed Internal Quality Audit Training (ISO 9001:2008)

Academic Qualification:
· Master in Business Administration – Human Resources Management (MBA - HR)  
Personal Details:
Father’s Name 

:
ABDUL BASHIR

Nationality

:
Indian.

Marital Status

:
Single.

Language Known

:
Urdu, English, Hindi
PERSONNEL ATTRIBUTES:

Confident, Good in team work, Ability to learn fast, Decision making, Positive approach, target oriented, good in communication.
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Place of Issue

:
Riyadh
Place: DAMMAM (KSA)
Date:










