Position Applying for:  Camp Administrator / Camp Boss

HAJA 
Haja.359386@2freemail.com 

I desire to apply for a Position of Camp Administrator level wherein my knowledge of the principles and methods for showing, promoting, and services as well control systems. I look to grow in a robust environment to further my career that will provide benefits and proportionate to my abilities.
· Team Leadership
· Team Building

· Planning & Scheduling

· Budgeting / Cost Control 

· Compliance


Govt. Hr. Sec. School 






Year - 1995
Higher Secondary

Livelihood BLESS 






Year - 2007

Seafood Processing (Catering)

St. John Institute of Paramedical Science 




Year - 1997

Diploma in Medical Laboratory Technology (D.M.L.T)

National Computer Center 





Year - 1997

Secretarial Diploma in Computer Application (S.D.C.A)


Camp Administrator
United Construction EST.




Dec. 2015 – Till Date
Doha - Qatar


Camp Administrator

Petrofac Emirates LLC





Feb 2012 – Apr 2013
Abu Dhabi – U.A.E. 

Camp & Site Administrator

Maytas Infra Saudi Arabia





Apr 2011 – Jan 2012          


Dammam – K.S.A

Camp Boss
Dodsal Engg. & Cons. Pte. Ltd





May 2008 – Apr. 2011
Abu Dhabi - U.A.E 
Camp Boss                                        

Al Jaber Energy Services





Aug 1999 - Apr 2007
UAE

· Control the labor camp operation by interacting with all the occupants

· Maintain the health & safety procedures with accordance to the company standards
· Maintaining the details of Employees Vacation

· Preparing the Daily, Weekly and Monthly reports  

· Follow up all camp maintenance requirement on proper sequence 

· Maintain the cleanliness of the labor camp by assuring all areas is covered by labor camp’s attendants/cleaners 

· Manage the camp staff by utilizing the man power provided for and accurate plans of scheduling duties and responsibilities 

· Schedule the staff transportation from/to the labor camp 

· Maintain a daily inspection of the property including the occupants rooms if necessary 

· Ensure the safety of the occupants’ belongings by managing the camp security guards 

· Implement the rules & regulations of the camp provided by the company 

· Control the catering services in the camp dining room if applicable 

· Implement a strict health and safety procedures that lead to highly maintained healthy environment 

· Control the access points of the camp and implement the visitors rr provided by the company 

· Facilitate the procedures of staff orientation/induction inside the camp 

· Maintain proper coordination between the camp and the company by reporting all matters to the hr department/direct supervisor 

· Send and receive all occupants requests from and to the company and assist on facilitating the employee services within the camp

· Control the camp storage rooms and facilitate the procedures 

· Maintain a proper record for all incoming and outgoing correspondences to and from the camp

· Maintain the monthly inventory of the company assets in the camp 

· Implement a centralized system for all staff requests ensuring that all requests come through the Admin. Manager office.

· Explain the rr to every individual employee arriving to the camp in order to avoid any misunderstanding 

· Control the medical situation of the employees and implement the emergency medical procedures according to the company standards 

· Maintain the records of hand over of linen and other material in both situations departures and arrivals 

· Facilitate required performance management processes for the camp attendant – cleaner’s security guards and all other direct camp staff.

· Facilitate additional required functions as may be delegated from time-to-time. 

· Proficient in MS Office Package User i.e. PowerPoint, Excel & Word.
· Office Suite Internet, Email Processing, Fax etc…

· Windows 95, 98 & 2000


      5.
Client


:
AECOM

Project


:
New Port Project (Hamad Port Project) - Qatar
    4.
Client


:
ADCO
Project


:
Full Field Development Project – Asab - UAE
3.
Main Contractors
:
Dar Al Handasa
Project


:
Correctional Facilities Building Project - KSA
Client


:
Ministry of Interior
2.
Main Contractors
:
Gasco – Worley Parson

Project


:
Asab Lean Gas 36” Pipeline Project - UAE
Client


:
Nakheel – Bovis
Project

:
Jumeriah Villa Park- UAE
1. Main Contractors
: 
Alliance Bechtel – Linde
                               


Technip – German

                              


Technip – Italy

  

Eastern Bechtel  
Clients & Projects
:
ADNOC – BOROUGE





UAE Offset Group – Fujairah Water & Pipe Line






Takreer – ULG/LSGO Project






Gasco – OGD – III

English, Arabic, Hindi, Malayalam, Tamil (Reading, written, Spoken,) 

Date of Birth

: 



13th May 1976
Status


: 



Married
Gender


:



Male
Nationality

: 



Indian
Visa Status

:



Employee in Qatar
Issue Date                 
:



08th Nov. - 2016
Expiry Date

:



07th Nov. - 2026

Issued by Saudi Arabia
:

Expiry


:



2016




OBJECTIVE





AREAS OF EXPERTISE





EDUCATION





TECHNICAL QUALIFICATION





PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS





DUTIES & RESPONSIBILITIES





SKILLS





PROJECTS





LANGUAGE





PERSONAL





LICENSE
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