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CURRICULAM VITAE

Sohail 
 




Email: sohail.381230@2freemail.com 
Objectives:

I am looking for a career move that is both challenging and rewarding with the scope for growth and career development where I can use my knowledge, Skills, Experience and Expertise grow within the organization While developing new skills, An Enthusiastic self motivated individual who could effectively be placed In a team of independently who is good in organization skills, highly prospective in anticipating and solving problems and could work under pressure.

Professional Qualification.

:
Higher Secondary School Certificate.(F.A)
Additional Qualification.


:
Computer Hardware & Software Diploma.





:
Fire & Safety Training. 





:
MS Office literate.

Employment Overview:

 (Since Oct 2012) ILID, Dubai, U.A.E.
I am working as a General Administrator to provide support to employees along with other general office tasks. I am performing many office procedures including typing, faxing, scanning, copying, taking notes & ordering supplies.
•  Managing and routing office communications, letters and documents .
•  Developing and maintaining filing system.
• Gathering information.
•  Conducting employee orientation.
•  Updating office manuals and brochures .
•  Managing electronic and printed files.
•  Attending meetings, functions and events .
•  Handling guests and clients.
•  Assisting in preparation of regularly scheduled reports.

•  Writing and distributing email, correspondence memos, letters, faxes and forms.

•  Updating and maintaining office policies and procedures.

•  Maintaining contact lists

 (Oct 2010-Dec 2011) Indigo Tower JLT Dubai, U.A.E.

Front Desk Representative (Dalkia FMCG)
· Maintaining the record of residents as per company policy.
· Activating the Access Cards of the owners/tenants as per their title deed or tenancy contracts.
· Dealing with work permits to let clients/contractors carryout the fit out work smoothly.
· Issuing gate passes to contractors for accessing the work area.
· Responsible to provide quick help and information to its new & existing clients as per their queries.
· Handling deliveries and receiving/sending them to the appropriate departments/offices.

· Answer all incoming inquiries and obtain appropriate information to direct/transfer calls.
· Respond to all guest requests and follow through to assure satisfactory outcome and compliance.
· Assigning duties to Co-workers to get a hold of assigned area against security breaches.
· Monitoring CCTV in control room while assisting Co-workers for multiple tasks on radio.
· Examining security issues and breaches, consulting with client and resolving issues.
· Maintaining logbook, making reports and sending it to company as a feedback on daily basis.
· Maintaining filing record of office documents.
(April 2008 - Oct 2010) Byrne Equipment Rental Dubai, U.A.E.
Camp Supervisor. (Dubai Labour Camp)
· Dealing with various officials i.e. Dubai Municipality Public Health Control Section, Pest Control Section, MOL inspectors for inspections of accommodation and fulfilling their requirements after inspection to maintain the highest standards of staff accommodation.
· Keeping track record of different contracts and schedule of their services such as Safety equipments, water tank cleaning, pest control service, waste water disposal services.
· Allocation of bed space to company staff and maintaining record that explains occupancy and reserve accommodation.
· Allocation of daily duties to the house keeping & maintenance staff, making its reports while logging work info in logbook.
· Periodic inspection of accommodation rooms for cleaning standards, housekeeping and general hygiene,
Cooling systems fitted in the accommodations for their effectiveness and do repairs/replacements if required.
· Maintaining the property in good condition by taking care of camp repair and day to day maintenance.
· Updating management about running of facility on daily/weekly basis.
· Scrutinize the suggestions/complaints raised by the camp residents, sorting out and if required then reporting to the management.
· Checking of camp laundry for cloth washing standard and prompt delivery to the camp staff in time.
· Providing emergency transportation to the patients for hospital.
· Record keeping of living items such as blankets, soaps, glasses, pillows, beds sheets, towels etc. to the residents.
· Maintaining discipline and timings in recreation room.
· Notifying the management about the areas that need urgent attention and improvement.
· Conducting random checks to ensure the alertness of camp security staff.
· Displaying Camp rules and regulations, management notices, HSE posters, medical bulletins on notice board.
· Monitoring and responding to Fire Detection/ Prevention System, Maintaining fire detection system and equipments by calling safety service men on schedule to service the equipments or if required as per the situation to keep all the safety equipments fully operational.
(Oct 2006-April 2008) Emirates Airline U.D.C Dubai, U.A.E.

Front Line Customer Services Agent / D.E.O
· Communicating with customers through a variety of means by telephone, fax, and regular mail correspondence or in person.

· Answer all incoming inquiries and obtain appropriate information to direct/transfer calls.
· Responsible to provide customer service support to new & existing employees as per their queries.
· Responsible issuing entitled items from a Captain to a Helper.

· Preparing (deck, cabin crew) staff’s requisitions according their demands as per entitlement.

· Carefully checking if staff is due for an item as per his/her designation.

· Preparing sale vouchers for extra purchased items on salary deduction.

· Entering voucher details of all issued items in inventory database using oracle applications. 

· Maintaining filing record of issued vouchers of every single staff and other office documents.

· Making reports of errors to keep error free inventory system and store’s stock.

(March 2004-May 2006) Star Computers Rawalpindi, Pakistan.

Computer Technician / Sales Man.
· Responsible for assembling custom built computers as per quotation.

· Installation of different software & all windows operating systems.

· Trouble shooting PC problems related to hardware & software.

· Optimizing software compatibility to make it more user & system friendly.

· Maintaining quality customer service to the clients in person or on the phone.
(Dec 1998-Jan 2004) Dhan Fibers Limited Haripur Hattar, Pakistan.

Junior Officer. (Administration)
· Responsible for shifts schedule & timing.

· Keeping track record of every worker’s attendance.

· Keeping record of their monthly, annually due holidays and their entitlements.

· Helping accounts department to prepare salary for the workers.

· Strictly maintaining company policies & standards.
Language Proficiency.

	              English
	                      Urdu
	             Arabic

	                  Fluent
	              Mother tongue
	             Beginner


Personal Details:

 Gender  



:
Male

 Date of Birth             


:
15th August 1977

 Martial Status                                 
:
Married

 Nationality                                     

:
Pakistani

 Visa Status                                           
:
Employment Visa
