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Mushtak 
Diploma Fire & Safety



Mobile: Whatsapp +971504753686 / +919979971283
· Email : mushtak.376130@2freemail.com 


OBJECTIVE
A motivated administrative professional seeking a position in a challenging environment. Over 5 years’ experience successfully providing administrative and secretarial support to the operational department. Proficient in a range of computer applications. Well-developed communication and customer service skills. Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines.
KEY SUMMARY
· Possess more than 5  years of professional experience in the mentioned field 
· Ability to identify potential issues and revise current processes to improve the operations
· Performing all the Admin work Manage stocks and inventory
· Good Communication skills
· Highly skilled in handling multiple tasks simultaneously and work under pressure
· Electronic and Hard copies filling for all documents in a designed structure 
· Highly organized with excellent management skills
	CURRENT JOB EXPERIENCE

Abu Dhabi Gas Industries Ltd (GASCO), Abu Dhabi, UAE. Working as Admin Assistant January 2014 to Dec 2017

	JOB  Role:

· Coordinate the Insurance Risk Management Surveys & Assets Valuation Surveys (preparation of documents, coordinate meetings, accompany the appointed Consultants to all sites visits, collect all required data, administer all issues in QUARTZ and follow up of updates with ALL Users before reporting to ADNOC
· Follow up with sites and divisions to collect insurance data for: our annual insurance declarations to ADNOC and to Insurers, for the annual budget and for any other insurance requirements by ADNOC and Insurers 

· To perform some routine daily insurance work: processing claims, obtain insurance cover, payment of insurance invoices… etc. which would include dealing with several Divisions/Sites in GASCO and with external parties such as Insurers, ADNOC. etc.

· Performing all the technical Insurance Admin work: Managing the Incoming, Outgoing, tracking of the insurance work… etc.

· Filing (Hard copies in the files in specific structure based on the insurance cases)

· Electronic filing for all insurance documents in a designed structure done specifically for insurance work

· Liaise with all divisions and sites as well as Insurance Companies to finalize insurance work requirements


	PREVIOUS  JOB EXPERIENCE

C.E.M Estero Arabia Saudi Co.

Riyadh, K.S.A

Working as Safety Officer

Jan 2012 To Nov 2013
	JOB  Role:

· Coordinates and arranges/schedules of training programmers, safety introduction, tool box talk, supervisor awareness etc. 
· Submission of daily, weekly and monthly basis safety reports as per the company procedure and policies.
· Ensuring the work system at high risk jobs
· Keep record of all incident, accident, property damages and near misses that occurred in the site.
· Checking tools both powered and hand tools are maintained in good condition & continuously promote and maintain highest standard of housekeeping in area of responsibility.
· Monitor safety bulletin boards with regards to the weekly changing of safety poster of safety poster and other relevant health safety and environmental information.
· Conduct tool box meeting reports and maintain contractor safety filling system & safety orientation for newly (higher) employees regarding general safety.
· Monitoring all work activities and prepare daily observation report to submit it to the safety manager.
· Responsible for the Inspection of plants and equipments, of fire fighting equipments and machinery & strictly use of personal protective equipment such as safety helmet, shoes gloves, goggles, harnesses, ear plugs and nose mask. 
· Updating statistics record of on the duty employee’s and off duty employee’s injuries of company.


	PREVIOUS JOB EXPERIENCE

Vasuvadatta Cement Factory

INDIA

Worked as Safety Officer

Jun 2009 to Oct 2011
	JOB  Role:

· Complete inspection at regular intervals for all workmen and arrange examination whenever necessary.
·  Discover and determine unsafe working condition and initiative corrective action. 
· Installation of first aid boxes at required locations with medicines available in use beside an emergency vehicle always in standby mode at site for every duty hours. 
·  Installation of fire points at required location with required no. of fire extinguishers such as H2o, dry powered, water and foam.
·  Display warning signs such as use safety gear, first aid fire extinguishers, emergency telephone no. near hospital deep excavation keep excavation keep far away caution, man hole opened live cable, do not touch, equipment under operation do not touch, hard hot area, energized do not switch men at work do not switch, and as required. 
· Top important –All civil work at height require special safety measures towards scaffolding platform and ladders should be of good material usage, conformity to standards, ladder deign against sliding and tripping. Note: safety harness is a must.
·  Confined working area required to caution boards such as man whole open along safe erection of proper ladder for ingress and aggress and proper lighting arrangement along circulation of fresh air. 
· Health and welfare includes first aid kit with required medicines available in use provision of cool drinking water and washing facilities, along ventilation tolled and siltstone.
·  Abrogation of the required area by proper means in a view to restrict entry of unauthorized vehicles and personal at the work site along a main gate with good security set up beside display of cauldron boards to indicate area under construction.

	PREVIOUS JOB EXPERIENCE

Four Ways Dubai Marina, U.A.E

Worked as Office Assistant
Nov 2006 to Nov 2008
	JOB  Summary:
Key aspects of my responsibilities included perform administrative and office support activities for multiple supervisors. My duties include running the office smoothly, fielding telephone calls, receiving and directing visitors, word processing, and purchase office furniture and supplies, prepare agenda in advance, arrange meeting facilities, handle all inquiries within my capacity and also performing various duties like taking care of the travel arrangements, hotel reservation and  rental cars, my task also include typing correspondence, reports, memo, letters and other documents, maintain the confidential records and files, provide training and orientation for new staff, supervising other clerical staff.

Beside assisting the Administrative Manager, I carried out Secretarial duties, implementing potential improvements to document systems, processes and work flows, manage documents, so it helps operate the operations successfully and support the team on periodical bases with the required information filing and documentation, process documents for revision and approval, monitor the distribution and reconciliation of process or reference documents copy and distribute all correspondences to all parties required and filing. Train staff on document control processes and procedures, Control and document all the incoming and outgoing documentation of the company.

	FIRST JOB EXPERIENCE

Kodak Photo Flash, Latur, INDIA

Worked as Admin Assistant
May 2001 to Oct 2006
	JOB  Summary:
During this time, I was responsible for processing all correspondence from the manager as well as opening and prioritizing all incoming information. Maintain records of all documentation, manage data entry and even set up databases and other relevant data information, my common work activities include (opening, sorting and categorizing all incoming information to the department and getting it to the appropriate people in a timely fashion, processing all outgoing communication in the form of letters, faxes and other forms of the department manager, supervising any support staff and ensuring all office policies and procedures are being implemented.

 I was responsible for preparing invoices, reports, memos, letters and other documents, using word processing or  spreadsheet,  answer phone calls and direct calls to appropriate parties or take messages, make travel arrangements for executives, meet and greet clients and visitors, supervise support staff.

Keeping the reception area tidy, receiving/welcoming, greeting visitors and answering to their Inquires about the company, offering them refreshments and directing them to the right person and appropriate contacts.




EDUCATIONAL DETAILS 

· Diploma in Fire & Safety from NIFE, KOCHI, INDIA
· S.S.LC from Maharashtra Board
PERSONAL DETAILS:
Date of Birth


17 December 1985

Nationality 
             

INDIAN

Marital status              

Bachelor
LANGUAGES KNOWN
	Languages
	Written
	Reading
	Spoken

	English
	Advanced
	Advanced
	Fluent

	Hindi
	Advanced
	Advanced
	Fluent

	Urdu
	Basic
	Intermediate
	Fluent


Areas of Interest: 

· To create awareness on fire prevention practices and prevention to the public 

· Identify fire hazardous, causes of fire and recommend appropriate actions 

· To maintain and establish good working relationships during the performance of work 

· Watching Cricket, Wrestling & Tennis and passion of playing Cricket.
I hereby declare that the above given information is true up to my best of knowledge and hoping for the positive response from the company.
Yours truly, applicant

MUSTAK 
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