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Name 
:
ZOHAIB
Date of Birth
:
25th March 1992
Marital Status
:
Single 
Languages Known

:
English, Urdu, Arabic(Basic), Saraiki and




Punjabi
Academic Qualification
:
D.com (Intermediate)


B.com in progress… (Graduation)

Email :-  
Computer Skills


ZOHAIB.349603@2freemail.com 
Computer Knowledge 

:
Honorable Diploma in Computer Applications.


Operating System 

:
Windows 7 & 8 / Mac
Packages 
 
:
MS-Office, Photoshop any CS
IT Skills
Office Automation Tools
:
Using variety of Software

Packages, Such as Microsoft word, Outlook, Specialized in Ms Excel and Ms PowerPoint, Etc...
Expertise :
Administration and Clerical Activities of Administrative Departments such as, Answering Phone calls Preparing Reports and Compiling Files.  Gathering, Analyzing and summarizing information to manager as required.

Extra Trained as:

*    Rigging and Slinging Supervisor Training Course in compliance with 
      Abu Dhabi Onshore Oilfield Company (ADCO) Requirements.

      Certificate# MV-CLED-14-10560
*    PICWS
*    EZ Business software
Summary of Work Experience:

I. At present: (3 years Experience in Gulf)
· Working with M/S. GRANITE CONSTRUCTION COMPANY (ISO: 9001), Abu Dhabi, as SECRETARY.
· Project: CMN.13.062B - Civil Maintenance Support Service at Ruwais GASCO Plant.
· Project: Ruwais Housing Complex Expansion – Phase III New Sewerage Treatment Plant (STP) METITO/ ADNOC, as Assistant Manager.
· ISO 9001, ISO 14001 and OHSAS 18001 Company engaged in The Oil & Gas Field Construction Activities in the UAE. 

· Responsible for controlling all documentation and Maintaining ISO 9001 requirements for the data control and maintaining records.

· Coordinate all activities related to the document control procedure, including Technical documents drawings and commercial correspondences.

· Input document data into the standard registers ensuring that the information accurate and up-to-date.

· Generate various document control reports as required.

· Make sure that controlled copies of the latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable.

· Maintain updated records of all approved documents and drawings and their distribution.

· Clearly maintain the files and control logs as required for the project.

· Track the status of the documents to ensure that response dates are met.

Summary of Job Description

· Control of drawings and documents, ensuring that only correct revisions are available to users.

· Monitoring the Approvals and enter the consolidate comments and update the status.

· Issue of controlled copies such as Drawings, Specifications etc., to the concerned Site Managers/ Site In charge.

· Monitoring incoming, outgoing documents and Creating, maintaining & upgrading filing system.

· Electronic Document Management System – for searching of drawings, documents on Network. Physical filing and document storage in addition to electronic document management.

· Establish document numbering system according to the contract/project requirements.

Maintain log for various documents, which includes 

· Procedures, Specifications, Bar Bending Schedule, Design Calculation, Shop Drawings, Project Quality Plan, Method Statement, Material Approval Request, Inspection Test Plan, Deviation/Concession, Construction Programme Technical Query, Subcontractor Documents, Vendor Documents, QA/QC, HSC, Major Equipments, Date Sheets, Minutes of Meeting, Letter of Assistance, Material Request Local Purchase Order and all other correspondence.

· Aware and ensure the compliance of company procedures for the correspondence, document control, record filing, document numbering etc. in executing the assigned works. 
II. From Nov 2009 to Dec 2009  :

Six weeks internship experience from the "Alfalah Bank of Pakistan" Bahawalpur Branch. (2009)”
III. From Feb 2010 to Nov 2011  :

Worked at M/s. PAK NATIONAL DISTRIBUTERS OF UNILEVER PAKISTAN, as a KPO on strong software (ULTRA), I also Worked there 1 year as Order booker & Daily Sales Reporter (DSR).
IV. From May 2011 to Nov 2012  :

Worked at M/s BAHAWALPUR TRAVELS PSA(Passenger Sales Agent) of  PIA(Pakistan International Airlines) as Sales Officer and Accountant where I was managing work on CATALYST(Software) and also worked on manual ledgers.
V. From Dec 2012 to Aug 2013 :

Worked at M/s FLYLINKS TRAVELS as all in one Sales Officer, Public Relationship Officer, Daily Sales Reporter, Accountant and Assistant Managing.

VI. From Oct 2013 to Aug 2014 :

Worked at M/s MY TRAVELS as a Manager, there I was directly dealing with International airlines about Ticketing, Refund tickets and Schedule changing. Customer dealing with full responsibility also was handling accounts department.
