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To obtain a long-term career with an organization that provides good opportunity for enhancement of professional and personal status and be part of the team those dynamically work towards growth of organization and gain satisfaction thereof. Total Work experience (11 Years of Pakistan & 07 Years in UAE) in different positions as below.
1. Hasham Towel Factory (PVT)   Labor Supervisor                  Karachi (Pakistan)          02-Jun-1998 to 20-Feb-2000
2. Books Unlimited (PVT)  Salesman                                           Karachi (Pakistan)          21-Feb-2000 to 20-May-2002
3. Ghazi Brotha Taraqiati idara (GBTI) Admin Assistant           Attock (Pakistan)            02-Sep-2002 to 14-Feb-2008
4. Adam Scrap LLC  Accounts Asst / Cashier                            Sharjah (UAE)                 12-May-2008 to 26-Aug 2008
5. Terna S.A GEK Group Administrative Assistant                    Sharjah (UAE)                 26-Aug-2008 to 01-Jan 2012
6. Mezban Trading Company Asst Manager Purchase              Islamabad (Pakistan)     03-Aug-2012 to 30 Sep 2013

7. Terna S.A GEK Group Administrator (Office & Site)              Sharjah (UAE)                 05-Feb-2014 to till date             

a

Presently associated with TERNA S.A. (GEK Group), Sharjah, UAE as an Administrator since February 2014 in                Al Rayyan Complex project at Sharjah.

Responsibilities:

· Keeping and Maintaining all Administration Departments Files

· Preparation of Monthly Time Sheet, Payroll and Bank Transfer

· Preparation of Employees Leave Settlement & Final Settlement
· Preparation of Suppliers’ Statement and Clearance of Invoices

· Preparation of Petty cash Statements for Site Expenses
· Preparing and Submitting Employees’ Monthly Provision Reports

· Updating Daily and Monthly Manpower Reports
· Maintain and control the Master file for all employment related document to ensure                

     Timely issuance and renewal before expiry.

· Maintain and administrate a master file for employment visas to monitor status, ensure timely process and avoid fines

· Providing timely and effective Administrative support to the Government Relation Officer in all employee related governmental process and formalities

· Medical test arrangement for new joiners

· Process the Emirates ID registration application for new resident employee and ensure issuing the current ones ID’s in line with the governmental timelines to avoid fines

· To ensure all employees work permits ,visa, medical insurance ,legal documents and Formalities are processed and obtained in good time where no fines are incurred or file Becoming blocked.
· Support staff in assigned project based work

· Make travel arrangements for staff and management 

· Setup and coordinate meetings and conferences

· Interact with clients, vendors and visitors

· Providing full administrative support in all areas to the accounting department

· Updating All type of Administration Reports 

· Resolving employee’s complaints

· Collect and maintain inventory of office equipment and supplies
· Maintaining of inventory record of fixed assets at site & labor camp. 

· MS Office 2007 & 2013
· Windows XP &  Windows 10
· Internet & Email

· Sapience HR, Payroll, Ultra, Outlook Express
· Self motivated and cooperative in team work.

· Comprehensive problem solving abilities.

· Dedicated / Determined and Committed Hard Worker

· Ready to take up challenging assignments

· Belief in Team Work

· Knowledge of office administration and bookkeeping procedures

· Sound Knowledge of MS Office i.e. Word, Excel and PowerPoint   presentations

	
	


· Office Automation (Computer Course)                 06 Months Course                (Haripur) Pakistan                         2002
· SSC Certificate      (Allama Iqbal Open University)                                             (Islamabad) Pakistan           2002-2004
· FA (Humanities Group) (Govt. Degree College)                                                (Attock City) Pakistan           2004-2006
· Logistics, Supply Chain Management  (01Year Diploma)                                                                             2010-2011
  Modern Institute Informatics Management (MIIM) (Islamabad) Pakistan 
· NEBOSH (HSE)      (Not Yet Pass (only Training Completed)              Fortis HSE institute Dubai(UAE)                  2016
· Driving License for UAE Final road test  in Sharjah (UAE).  
     Nationality                                    :   Pakistani 

Date of Birth
                       :   18- April-1979
Date of Expiry
                       :   15/08/2018
Place of Issue 
                       :   Pakistan 
Visa Status
                                       :   Visit  

· Excellent communication skills in English, Urdu, Hindi, Arabic, Punjabi  
I hereby declare that the above information furnished is true to its term and to the best of my knowledge and belief.
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