CURRICULUM-VITAE
Mohammed

Mohammed.372468@2freemail.com   
Post Applied For: - Time Keeper. 
Career Objective

To be responsible and efficient professional by working to the best of my abilities to enable the success for the organization I am working for.  
Educational Qualification: 
· Bachelor of Arts from Rajasthan University, Jaipur
Computer Skills: 

· Diploma in Computer Applications. Well familiar with all MS Office packages.

· AutoCAD
Carrier Progression: 

Professional Experience: Total 8th Years

· QD-SBG Construction Company, Doha Qatar
Responsibilities Handled: Time Keeper.
Duration Jan 2014 To Till Date

· Saudi Bin Laden Group (SBG) Saudi Arabiya. 
Position: Time Keeper.
Duration October 2010 To May 2013
Duty and Responsibilities:

· Receiving daily time sheet from Supervisors & General Forman.
· Printing of update time sheet format filed time keeper & Site Supervisor.

· Posting of daily time in track.

· Booking of man hours against cost code.

· Updating & keeping recording of medical certificate / sick leave 

· Making General report / weekly manpower report, employ absent report, man hours. 

· Maintaining the time card of the company employees.

· Coordinate with HR / Payroll Dept. Regarding different queries.

· Arranging & scheduling safety induction for the all employ. 

· Computes total time worked by employees, posts time worked to the master timesheets and routes timesheet to payroll department.

Personal Profile 
a) Good attitude and interpersonal relationship.

b) Honest, Trustworthy, Fast learner, Career & Result oriented individual.
c) Ability to follow instructions well and make decisions with no supervision.

Personal Details 
Date of Birth

:
18/08/1989
Nationality

:
Indian
Languages Known
:
Hindi, English & Arabic
Reference 
I sincerely hope that my application will receive your kind attention and I am most anxious that an opportunity for an interview is given to me at your earliest convenience.
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