FAISAL 
Faisal.360290@2freemail.com
 CAREER OBJECTIVE

A position in a result -oriented company that seeks a diligent and hard 

working person, where acquired skills and education will be utilized toward 

sustained growth and advancement.

CURRENT WORKING EXPERIENCE
· ORION CONTRACTING COMPANY - RAS  AL KHAIMAH, UAE
Current Position: 

                                                               From June 2014 to Up to date

Worked as a Purchase Officer

Duties & Responsibilities.

· Dealing with new suppliers and bringing quotaiton as per site reqeusts.

· Negotiate with suppliers regarding prices.

· Doing comparison for the rates provided by suppliers specially big amounts orders before prepaing LPO’s and got approval from higher mangement.

· Arranging Material as per the Material Requests from projects and follow up for material from store and suppliers using ERP System.
· Preparing LPO’s using ERP system as per the Mateiral Reqeusts if material is not available in store.
· Responsible for administration and reconciliation of petty cash fund.
· Managing transportation for Store materials for the projects.
· Maintain a systematic filing system on the file for the fast access and computerized system for easy retrieval, archiving and tracking of documents.

· Preparing and assisting of weekly and monthly statistics and reports for Stock taking.

· Manage the flow of day-to-day operations.
Previous Position:

From October 2010 to May 2014.

Worked as Administrator cum Project Document Controller.  

Project Wise Summary:
Project Name:
 Tea Factory for M/s Ahmad Tea London
Type of work:
 Civil and MEP Works
Duration: 
            1 Year (September 2010 to September 2011)
Project Name: 
    Plot Leveling & Boundary Wall & Raw Material Shed of M/s Saver Glass LLC
Type of Work:     Civil Works Only

Duration:       
    1 Year (January 2011 to January 2012)

Project Name: 
    Rixos Bab Al Bahr Resort & Hotel for M/s Bab Al Bahr
Type of Work:     Civil & MEP Works
Duration:            6 Months (January 2012 to June 2012)

Project Name:     Air Liquide Workshop Arabic Yard Shop for M/S Air Liquide Middle East 

Type of Work:     Civil & MEP Works

Duration:           2 Years (May 2012 to May 2014)

Duties & Responsibilities.

· Responsible for administration and reconciliation of petty cash fund.

· Preparing systematic Material Request and follow up for material from store and suppliers.

· Preparing timesheets and arrange construction machinery and vehicles as per site requirement.
· Communicate clearly with work colleagues using emails etc.
· Maintain a systematic filing system on the file for the fast access and computerized system for easy retrieval, archiving and tracking of documents.

· Preparing and assisting of weekly and monthly statistics and progress report.

· Distributes the documents to concerned parties.
· Ensure that all documents are well checked and submitted on time prior to the documents submission due date.

· Maintain the files and control logs as required for the project.

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

· Communicate clear instructions to team members.

· Listen to team member’s feedback.

· Manage the flow of day-to-day operations.

PREVIOUS WORK EXPERIANCE
· AL HEERA STAR TRAVEL & TOURISM & CARGO LLC - RAK, UAE.
From Febuary 2010 to September 2010.
Worked as an Office Administrator and Accountant.  
· THE EDUCATORS SCHOOL SYSTEMS (A PROJECT OF BEACON HOUSE SCHOOLS) - RAWALPINDI, PAKISTAN.
From March 2009 to January 2010.

Worked as a Computer Hardware Technician cum Administrator.  

· AL HEERA STAR BUILDING CONTRACTING FZ LLC - RAS AL KHAIMAH, UAE.
From October 2007 to January 2009.

Worked as Administrator cum Project Document Controller.  

· F.G. MODEL HIGHER SEC. SCHOOL FOR BOYS - ISLAMABAD, PAKISTAN. 
From October 2006 to  October 2007.
Worked as a Computer Operator, Teacher and Lab Incharge. 
· QAVI ENGINEERS LTD - ISLAMABAD, PAKISTAN.
From January 2005 to September 2006.
Worked as a Stores Officer  & Office Assistant. 
ACADEMIC BACKGROUND

2004

BA in Psychology & Statistics

 From Punjab University, Lahore Pakistan
2001 FSC in Mathematics & Statistics 

From Federal Board of Intermediate & Secondary Education Islamabad.

1998

Matriculation in Science 

From Federal Board of Intermediate & Secondary Education Islamabad.
PROFESSIONAL CERTIFICATIONS
2005

Postgraduate diploma (PGD-IT) 

From National Institute of Science and Technical Education H-8, Islamabad Pakistan.
2001

One Year Diploma in Computer Hardware and Software 

From International Islamic University (Iqra Center of Technical Education H-10), Islamabad, Pakistan.  
MAJOR PROJECTS
Final Project of PGD -IT

Website of Trango Adventures (Tourism Agency). 

(Using HTML, Java Script, Adobe Photoshop, Swish Max).
PERSONAL PARTICULARS

Date of Birth:


10th April 1982
Religion:



Islam
Martial Status:


Married
Nationality:



Pakistani

Visa Status:



Employment (Free Zone)
CHARACTER REFERENCES 

References are available on request.
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