





Personal Information
Date of Birth

February 04, 1983
Religion

Islam

Marital Status 

Married

Nationality 

Pakistan

Visa Status

Employment Visa 
Email

imad.355836@2freemail.com
Qualification
	Certificate / Degree
	Session
	Board
	Grade

	B.A (Mass Communication)
	2008/10
	AIOU Islamabad
	2nd

	F.A 
	2006
	Mardan
	2nd

	S.S.C (Science)
	1999
	Peshawar
	2nd


Experiences:
· Document Controller at Ranya General Construction LLC (UAE) from March 2015 till to-date. (Project: ADNOC Service Station Madinat Zayed, Abu Dhabi)
· Assistant Admin Officer at HADAF Foundation from May 2013 to November 2013.
· Store Manager at Hamza’s Emporium from March 2012 to May 2013.

· Admin Officer at Sungi Organics (Pvt) Ltd April 2011 to February 2012. 

· Assistant Admin Officer at Sungi Development Foundation from October 2010 to March 2011. 

· Designing & Publication Expert at Sungi Development Foundation from November 2007 to September 2010.

· Computer Expert at Accountability Bureau Azad Jammu & Kashmir From May 2007 to November 2007.
· Computer Operator & Designer  Army Service Corps Center (ASC) from January 2003 to May 2007 
· Computer Designer at Inam Printing Press Mardan from March 2001 to January 2003.
· Composer & Graphics Designer at NTR Printing Press Peshawar from September 1999 to February 2001.

Responsibilities: 

· Prepare Civil, Mechanical, Electrical, Shop Drawing, Material submittals, type routine documents, letters, & reports etc. 
· Generate the various document control reports as required.
· Typing of site documents and follows up of all the site needs.
· Makes sure that controlled copies of 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 by the project.
· Control and maintain project Record of incoming project documents.
· Scanning in all relevant new documents.

· Responsible for maintaining hard copy information.
· Ensuring all documents are as up to date as possible within electronic filing systems.
· Receiving incoming calls, take message, provide answers to routine inquiries and/or refer them to other personnel. 
· Maintain files, file room, inventory records organized and available as necessary. 
· Order office supplies to ensure proper inventory and maintain record of files. 
· Responsible for administration, procurement, stock management & arrangement all logistics.
· Preparing Credit Bills/Cash Bill in Software.

· Preparation of monthly admin reports.
· Arrangement of all Logistics.
· Vehicle management, Supervision of Drivers, Office Attendants & Cleaners.
· Keeping a proper record of expenditures, receipts, requisitions, purchase order forms, bills, and all other documents.
· Deals with all venders in procurement process.
· Maintaining GRN & GIN of all procured items.
· Stock management of stores & day to day general administration.
· Maintaining warehouses stock register. 
· Inventory Management at location.
· Manages and updates the IT equipment inventory.
· Prepare presentations (power point and video) for management and donors.
· Editing of pictures for reports/presentations. 
· Responsible for designing, editing & publication of IC material, brushers, pamphlets, charts, hoardings, books and maintaining database of project activities. 
· Assist Army Officers in drafting & editing & typing of official letters.
Languages Known
· English, Hindi, Urdu, Pushto
Computer Skills
· Software.
Six Months certificate course in:-

MS Office (MS Word, MS Excel, MS Power Point) Corel Draw, Windows 98-XP, Adobe Photoshop, Inpage, Ulead Media Studio Pro.
· Hardware.
Three months basic hardware course. 
Typing Speed

· English.
55-60 words per minute.
· Urdu.

60-65 words per minute.
DECLARATION:

I hereby declare that all the information furnished above is correct and true to the level best of my knowledge and belief.
Place: Abu Dhabi
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