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URRICULUM


ITAE

MAJID 
United Arab Emirates.
C/o-Cell # +971 505891826
Email: majid.376676@2freemail.com 



To get an opportunity to improve my existing technical and management skills and to develop new ones by working as a part of a team of talented people in a competitive and challenging environment.


Date of Birth 

:
28-07-1990
           Visa Status                       :         Visit Visa 

Place of Issue 

:
Karachi-Pakistan


Nationality


:
Pakistani


Marital Status

:
Single

Religion


:
Islam (Muslim)

· Matriculation SSC (Computer Science)

From Board of Secondary Education Karachi, Pass out in March 2008 Grade ‘A’

· Intermediate HSC (Pre Engineering) From Board of Higher Secondary

Certificate Karachi, Pass out in December 2010 Grade ‘C’

· Diploma DAE (Mechanical) From Sindh Board of Technical Education

Karachi, Pass out 2016 Grade ‘B’

 May 2015 – May 2016 Fauji Akbar Portia Marine Terminals Limited FAP  

                  (Admin and customer service)
· Pre-qualify service calls via telephone, email or other customer required method.
· Assist with service order creation, site set up and maintenance and general work                                     overflow.
· Create, Maintain and update various spreadsheets in order to provide data to call center staff and/or a customer.

· Retrieve and report status of service calls to customer via telephone, email or 3rd party website.

· Follow up with Vendors and update system.

· Answer incoming phone calls

· Various administrative duties as assigned by the Call Center Manager.

Sep2013- Dec 2014 Karsaz Pvt Ltd Sub Contractor of DP World Karachi  

   (MMC Maintenance Management Controller and Admin Assistant) 

My duties and Responsibilities

· Monitor the work that is going on in the field 
· Monitor equipment inventory and place orders when necessary
· Maintaining Attendant Sheet and Salary Sheet
· Keep maintaining logs book and report on daily activities
· Manage relationships with contractors and service provider
· Carry out inspections of the facilities to identify and resolve issues
· Answer incoming calls and assume other receptionist duties when needed
· Manage workflow by assigning tasks to other administrative employees daily, ensuring that deadlines are met and work is completed correctly
· Respond to questions and requests for information
· Ability to analyze and revise operating practices to improve efficiency
· Responsible for the training and development of maintenance staff
· Ensure proper work permits are completed or in place

· Proficiency in MS Office with expertise in Microsoft Word, PowerPoint and Excel

· Communication Skills. ...

· Organizational Ability. ...

· Written Expression. ...

· Time Management. ...

· Technical Oversight. ...

· Management. ...

· Problem-Solving Skills.

· ENGLISH, HINDI, ARABIC, PUNJABI BALOCHI, URDU, 
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