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Malik Razan
Mobile: C/o 971504753686
Email: malik.378146@2freemail.com 
Career Objective:

To perform to the best of my knowledge, ability and expertise gained and play a vital role in the growth and development of the organization & to achieve success through hard work & determination.
 Personal Strengths:
To pursue a challenging opportunity and a position in dynamic and well reputed organization that offers good opportunities and challenging work environment in return would help me in building my knowledge, experience and academic capabilities. My experience proves to be my strength, confidence, ability to work hard, learn more strive for achievement and my never say die attitude with positive out looks.
Gulf Experiences:
	No.1
	Position 
	Period

	
	Camp Boss 

With Al Jaber Energy Services LLC          TGCS (Tawilla Gas Compressor Station) Project Abu Dhabi U.A.E
	     From 09th January 2017 to 30th April, 2017. 



	No.2
	Position
	Period

	
	Camp Boss 

With Al Jaber Energy Services LLC          Support Office Abu Dhabi U.A.E
	Frf      From 25th October 2015 to 08th January 2017.



	No.3
	Position 
	Period

	
	Camp Boss 

With Al Jaber Energy Services LLC          Zakum Oil Field South, North & West-Islands (ECW, EPC 1 Project) Abu Dhabi U.A.E
	     From 26th March to 25th August 2015.

	No.4
	Position
	Period

	
	Assistant Camps Officer & Male Nurse
With Drake & Scull International Dubai U.A.E
	Frf       From 4th December 2006 to 2nd March 2013.




· Job Responsibilities:
· Handling all the database of manpower in the camp (Check in and Checkout) and report to Camp Administration and Project administrator on daily bases.
· Preparation of various Memos as regard to the office administration.
· Handling incoming/outgoing documents.
· Cost Accounting of Catering & Housing Time Sheets every month.
· Manage the calendar and scheduling of appointments for the Director.
· Responsible for Administrative Support and Operational service.
· Recording employee's information on Company Software.
· Responsible for Employee’s Passports.

· Preparation of various Memos as regard to the office administration.
· Handling incoming/outgoing documents.
· Responsible for tickets for Annual Leave and Termination Cases.

· Prepare records such as agendas, notices.

· Take and transcribe dictation compose and prepare confidential correspondence, reports, and other complex documents.

· Handling the database of all stores in the camp i.e. Camp & Catering.

· Cost Accounting of Catering every month.

· Handling the Catering Bin cards, 

· Coordinating  with Storekeeper for maintain the stock and reports
· Daily updating the room list on computer.

· Daily making the camp idle report on the computer and forwarding to Camp officer and HR department.

· Daily updating the exits, newly and vacationer employees (Going & Coming) on the computer.

· Daily updating the details of camp store materials and issuing the employees dress (coverall, shoes & Helmet) in the computer.
· Responsible for control of the entire manpower accommodated in the camp and maintain the complete details of the camp such as present beds occupancy, toilets, showers, kitchen/mess facilities available etc
· Responsible for camp safety, cleanliness, arrangement of water and ensure that electricity is not wasted by the employees. Ensure that first aid is readily available for his camp employees.

· Ensure that employees maintain discipline at camp and ensure that workers do not consume or sell the alcohol in the camp
· Maintenance of records of sweet water, gas cylinder and other consumables
· Maintenance the records relating to the removal of sewage water and garbage from the camp premises.

· Maintenance of electrical appliances, A/c etc., at camp.
· Making the Memo’s on several issues and forward to camp Manager and HR manager.

· Daily reports.

· Making the report to company clinic and forward to H R.

· Arranging transportation with the coordination of transportation department for employees staying at Camp.

· Arranging proper accommodation as per the instructions (Company Policy)

· Assisting PRO and doing the work for PRO for the visa medical and renewal of passports and Visas.
· Involving various employment issues to resolve immediately

· A good control of Camp Securities and Camp Janitors

· Also ability to getting the complains and issues of labors on various basis from another Camp’s of company and forwarding to HR and taking necessary actions

· Daily updating Room List, Resigned and terminated employees in Computer

· Daily updating store materials in the camp’s

· Ability to make good relations with employees and Staff members

· Ability to make the control in camp working employees Camp Janitors, Security Guards, Electricians and plumbers and advised him daily on different basis

· Ability to keep the camp neat and clean.

· Daily sick employee’s medical report sending to HR.

· Arranging the transportation of sick employees from and to hospital.

· Follow up the complete sick employees admitted in the Government hospitals.
· Handling all the Passengers in Coming / Out Going by Zadco Boat.

· Update the Daily Passengers manifest reported to ZIC Supervisor & Zadco Logistic.
              Annual Leave:
· To collect the labour card of the vacationers for the passport release.

· To the request the passport of the vacationer.

· After receiving the passport to the update the system.

· To verify clearances in a proper manner.

· To send the clearances of the all employees to HR department and update the system

· After updating the system to send an email to HR for the ticket.

· After receiving the ticket, to inform the employee to collect it from our office.

· To prepare the transmittal and to update in the outgoing on the system.
Resigned Employees:
· To follow-up the resignations with the HR department.

·  To collect the clearances from the resigned employees.

· To collect the clearances for the resigned employees.

· After collect the insurance card, labour card, bank card it will be forward to HR for the further procedure.

· To take the signature on the cancellation papers.

· To follow up for the cancellation and settlement with the HR.

· After cancellation to update the system.

· After the cancellation to follow up with the settlement.

· To take the signature on the settlements from the employees to take the signature on the passport release form and to send the e mailto HR for the passport release. 

· After receiving the settlements to update in the system.

· After the collection of the settlements from the employees to take the signature on the passport release form and settlement received from.

· After receiving the passport to arrange the transportation for the employees and to send them to the bank to withdraw their cherub.

· After the withdrawal of the cheque to inform the employees book their tickets.

· After receiving the ticket from the employees to inform our staff to arrange for his departure date.

· After the departure of the employees to update the system. 
Terminated Employees:
· To collect the clearance from the terminated employees.

· To collect the insurance card, labour card and ATM card with receipt terminated employees.

· After collecting complete clearances it will be forward to HR for the further procedure.

· To take the signature for the cancellation papers.

· To follow up for the cancellation and settlements with the HR.

· After cancellation to update in the system.

· After the collection of settlements from the employees to take signature on the passport release and settlements received from. After receiving the passport to arrange the transportation for the employees and send them to the bank to withdraw their cheque.

· After the withdrawal of cheque to inform the HR for the ticket. 

· After receiving the ticket from the HR to inform the employee and inform the transportation department for his departure. 

· After the departure to update the system and record.
Patty Cash:
· Details of petty cash.

· To maintain the petty cash.
· To prepare the transmittals and update in the system of all outgoing on daily basis          
Visa Medical:
· To keep record for visa medical.

· Once received information for the photo for the visa medical and renewal. To cooperate with the employees arrange the photo for medical.

· After we receiving the photo, forward to the PRO department for the visa medical to update in the system.

· Once we received information for the visa medical. To coordinate our assistant for the schedule. After the completion for the visa medical to update the system.  

· To prepare the transmittal to PRO department & to update the out goings.

· Once received the passports from HR department to update in the system.

· After updating to inform the all respective sites of the employees for their information and record and HR.

· To coordinate with the transportation department to arrange the transportation for the embassy purpose for the passport renewal.

·  After receiving the slip from the embassy to update the system. And to forward the information to HR by email and record.

· To maintain the file and record for the renewal schedule.

· To maintain the file for the renewal slips.

· To prepare the information to get the renewed passport from the embassy.

· Once received the renewed the passport I will forward to HR department.

· To prepare the transmittal once received the renewed passport from embassy and to send back the original passport to HR department.
UAE ID card:
· To keep record for emirates ID cards.

·  Once received information for the emirates ID card. To cooperate with the employees.

· After we receiving the old and new emirates id, forward to the HR department for the renewal. Once we received information for the emirates ID card. To coordinate our assistant for the schedule. After the completion for the emirates ID card to update the system.  

· To prepare the transmittal to HR department & to update the out goings.

· Once received the passports from HR department to update in the system.

· To coordinate with the transportation department to arrange the transportation for the emirates ID card purpose for the emirates id office.

·  After receiving the passport from the emirates ID card office to update the system. And to forward the information to HR by email and record.

· To maintain the file and record for the emirates ID card.

· Once received the renewed the passport I will forward to HR department.

· To prepare the transmittal once received the emirates id from emirates id office and to send back the original passport to HR department.
 Others Details:

Education / Academic
	CLASS
	INSTITUTION / UNIVERSITY
	Subject / Group
	Passing Years

	BA
	University Of T he Punjab  Govt. Degree Collage, Mandi Bahauddin  , Pakistan
	Arts
	2001

	FA
	Board Of Intermediate Of Secondary Education  Gujranwala (Pakistan)                                          Govt. Degree Collage, Mandi Bahauddin  , Pakistan
	Arts
	1999

	Matriculation
	Board Of Intermediate Of Secondary Education  Gujranwala (Pakistan)   Govt. Sir Syed High School, Mandi Bahauddin , Pakistan
	Sciences
	1996


Diplomas / Certificates:
· 3 Month Computer Curse (Computer Sciences) National Computer Collage Mandi Bahauddin.

·  Basic first aid certificate( Emirates Technical & Safety Development Center Abu Dhabi & Euro link safety Dubai UAE)

·  Basic fire fighting /fire warden(Emirates Technical & Safety Development Center Abu Dhabi & Euro link safety Dubai UAE)

· TSBB (Travel Safety by Boat) (Emirates Technical & Safely Development Center Abu Dhabi UAE.

· Safety Induction Zadco off Shore Safety Emirates Technical & Safely Development Center Abu Dhabi UAE.

· Installation & Lifeboat Evacuation Emirates Technical & Safely Development Center Abu 
Dhabi UAE.
Computer Skills:
MS office:
· Ms Office 98 / 2000/2003/2007

· Intensive experience in Internet concepts utility and its usage.

· Email systems, Also in Microsoft outlook.
· Analytical reports writing, documentation and correspondence.
Languages Known:    English, Urdu, Punjabi, Hindi & Arabic
Personal Details:
Date of Birth


14-02-1980
Sex
        


Male

Martial status


Married
Nationality   


Pakistani
Religion       


Islam

Passport Details:
Date of Issue


18/12/2014
Date of Expiry


15/12/2024
Place of Issue


Abu Dhabi (U.A.E)

I hope my Education and Experience will help me to get an opportunity to serve with your esteemed organization. If I get a chance to serve there that I will discharge my duties to my superior’s entire satisfaction.
Thanking You




Malik 
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