Sajid 


Sajid.352633@2freemail.com
	POST

OBJECTIVE
	
	Administration 
To  Obtain a Challenging and suitabl position with a stable firm and to be able to set new standards and to advance to top managerial levels.




PERSONAL

	Nationality
	
	Pakistani

	Date of Birth
	
	April 15th 1977

	Gender
	
	Male

	Status
	
	Married


	SUMMARY OF QUALIFICATIONS
	
	Working Skills.

 Excellent organization skill
 Strong Labor relation skill
 Very good in management and administration
 Very good knowledge in Transportation (Maintenance & Movement)
 Very good coordination skills, systematic and respect time and working schedules.
 Good knowledge of using computer for all administration work
 Good knowledge of all inventories. Delivering of materials to the various sites.
 House Keeping material Purchasing skills from the clients. 
Others

Good negotiation and communication skills, team spirit, working with multinational team with different (age, cultures and capabilities) and able to assist the people whom I work with for the best I can. 




LANGUAGES

	SPOKEN
	
	Fluent Urdu, Arabic, English and Hindi 

	WRITTEN
	
	Fluent Urdu ,Arabic and English


EDUCATION

	
	
	

	
	
	1993-1995 Graduation from Govt. Farid Buksh Degree College Pir Mahal Dist. Toba Tek Singh Pakistan
1988-1993 Matriculation from Govt. High School Pir Mahal Punjab Pakistan


	COMPUTER SKILLS
	
	Microsoft Excel 

	
	
	Microsoft Word

	
	
	Power Point

	
	
	


WORK

EXPERIENCE

	
	
	dEcember 2000 – December 2015 Aamal Services Co. (House Keeping Co.)
Post: In Charge Camp & Transportation and Store In charge
2000 – 2006  (Store in Charge)
· 6 years experience as a store in Charge in House Keeping Co. Very good knowledge of purchasing the material. And preparing the inventories via Microsoft excel and word.
2006 - 2015 (In charge Camp & Transportation)

· 10 years experience as In charge of camp and transportation in the above mention co. Very good experience to communicate with the employees. Knows well how to deal in critical situations in the camp. Very good knowledge in transportation movement and maintenance. Arrange transport from the accommodation to the working site and from working site to the accommodation in correct timing. Check all the vehicles via tracking system. The speed limits & fuel refilling and driving areas .Issuing fuel to the non GPS vehicles. Proper record of maintenance. Timely renewal of road permits and insurance.   
Projects Award: 

2005. Best worker as Store in charge from Real Services Co. (Aamal Services Co.)

2006. Best Worker as Store in Charge from Aamal Services Co.



	
	
	

	
	
	

	
	
	


OTHERS

	INTERESTS
	
	Internet Browsing, Reading, Swimming, Playing Cricket, Table Tennis, Traveling.
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