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                         CURRICULUM VITAE                                                                                                                                                                                                                                                                                                                                                     
Jamsheer 

Assistant Operation Manager (Camp) in Naaas Logistics at Labor City 
E mail: jamsheer.381898@2freemail.com 
Qatar 

OBJECTIVE

Seeking a challenging opportunity in Camp administration where I can apply my skill and experience to optimum use for delivering the desired results and to gain value addition from the job, enabling me to grow along with the organization and become a part of the management.

WORK EXPERIENCES:

Working as an Assistant Operation Manager (Camp) in Naaas Logistics at Labor City Doha, QATAR from August 2015 to Present

JOB RESPONSIBILITIES

1. Verify and check compliance of camp on a day to day basis.
2. Camp Administration work.
3. Planning & Implementation.
4. Rooms allotments as per company procedure.
5. Arranging Accommodations for new arrivals (clients or employees).
6. Giving induction and orientation for the new arrival client. 

7. Checking the quality of the integrated services given to the clients.
8. Supervision for Housekeeping (Cleaning of toilets, corridors, surrounding etc.).
9. Report to the Operation Manager on daily basis and update him.
10. Supervision of Staff/Workers Canteen.
11. Co-ordination with Admin. Dept. for new arrivals/departures.
12. Co-ordination with Admin. Dept. for distribution of company letters etc.

13. Report for building maintenance and follow up with the maintenance dept. 

14. Coordinate with client for any client request and provide as necessary. 

15. Establishing rules and regulations for the building.

16. Responsible for all operations in the buildings. 

17. Perform related duties as required.

Worked as a Camp Boss in Emco Qatar at Doha, QATAR from June 2014 to July 2015 
JOB RESPONSIBILITIES  
1. Responsible for bed space allocation arrangement and related amenities to camp residents.
2. Maintaining computerized record camp accommodation and others amenities. 

3. Maintaining camp occupancy record on daily basis.
4. Delivering camp induction to enlighten them about local culture & the company and its policies. 
5. Communicating and coordinating with all employees and departments to deal with miscellaneous queries such as Visa schedule HR request, finance queries and others.

6. Managing a vendor relationship for the food stuff items, Sewage clearance & Skip.

7. Maintaining camp rule and regulations ensuring compliance with company policies and procedures.
8. Checking rooms everyday (anybody absent or sick) keep record and making arrangement of transportation for sick person to the hospital.

9. Coordination with Administration department & HR. for new arrivals and departures, ID collection and distribution, Health card collection and distribution etc...

10. Supervising and communicating to the maintenance team for camp day to day maintenance work related to electrical, plumbing, A/C and civil.

11. Ensuring that all camp staff’s should attend weekly Tool Box Talk and each Tool Box highlighting a (use of fire equipment and emergency procedures, PPE, personal hygiene & Food handling).

12. Supervising of room cleaning, housekeeping, cleaning of toilets, corridors and general camp facilities.

13. Responsible for camp security and supervision 

14. Attending monthly meeting of camp management.

15. Conducting random inspection and ensure alertness by camp security services

16. Display of transport schedule, camp and accommodation policy, management circular on health and safety poster, medical bulletins and food menu.

17. Reporting all Accident and Incident and Unsafe act and condition in a timely manner.

18. Before making any changes in the menu consult and inform to mess committee
19. Make sure that lunch should get ready and packed on time.

20. Keep an eye that driver’s are coming and going on time with packed Tiffin, if any delay inform to their respective site in charge.

21. If any type of food complain from camp or site regarding (found stone, metal peace or not proper cooked, etc..) take immediate action, call the emergency meeting for kitchen staff, find out the reason and take all possible measure.
22. Do daily checking (Kitchen, Mess hall and store) getting cleaned time to time every day.

23. Do daily checking for Kitchen staff (using proper PPE, Hair and Nail), if not take appropriate action immediately.        
Worked as a Camp Boss in A.Hak International at Basra, IRAQ from May 2011 to April 2014
   JOB RESPONSIBILITIES  
1. Responsible for room allocation and daily camp attendance reporting.
2.  Organizing security & Transportation for the airport movement of personnel.
3. Preparing Camp ID for Residence and Non-Residence personnel. 
4. Conducting camp induction and security induction for new occupants.
5. Monitor the housekeeping standards on daily basis.
6. Conduct weekly meeting with camp residence regarding issues in camp and take necessary action to resolve the complaints

7. Organizing camp Drills every completion of 30 days & makes sure the participation of all residents & Non-Residents.
8. Liaising with Security team and reporting if there is any kind of security failure in camp.

9. Coordinating with catering Dept. and makes sure they are maintaining the quality & hygiene.

10. Issuance of Gate passes for Guest reporting site delivery notification to Site security chief.

11.  Conduct periodic camp audit and report it to the management.
12. Ensure discipline and timings in recreation rooms.
Worked as a Camp Boss in Wade Adams Contracting LLC at Dubai, UAE from May 2007 to May 2011.
JOB RESPONSIBILITIES  
1. Allocation of accommodation to Company staffs. Maintaining a computer record that explains occupancy and reserve accommodation.

2. Conducting camp induction.
3. Daily mustering and allocation of duties to the maintenance staffs. 
4. Maintain computerized time sheets for the maintenance staffs.
5. Periodic inspection of rooms and evaluating cleaning standards, housekeeping and general hygiene 
6. Check the turnout of catering staff, quality of food, storage of food items, cleaning and housekeeping standards of food storage and dining halls. Advise catering foreman and maintenance staff accordingly.

7. Make a computerized fire plan and position the first aid and firefighting equipment’s according to the plan. 
8. Periodic inspection of Firefighting equipment, First aid box and do repairs/replacements if necessary.
9. Dealing with respective vendors for supply of certified potable water, sewage clearance etc.

10. Scrutinize the suggestions/complaints raised by the camp residents. Sort out if the problems are within the scope, else report to the management.
11. Participation in periodic walkthrough with HSE staff & Paramedic and take a note of points for necessary corrective action.

12. Manage the transportation for the staff as per the established transportation schedule to the nearest main city and back to the camp. Provide emergency transportation for taking patients to hospital, departures/arrivals to and from the airport etc.

13. Liaise with Personnel and Finance department during vacation/departure of the employee.

14. Conduct regular meetings between management and employees to discuss the important issues.
15. Advise management the areas that need attention and improvement.

16. Conducting surprise checks for checking the alertness of camp security staffs.

17. Display of transport schedule, camp rules and regulations, management notices, HSE posters, medical bulletins, weekly menus on notice boards.
18. Co-ordinate to send packed meals to the site, if required.
Worked as a Camp Boss in Hilal Bil Badi and Partners Contracting Company WLL at Abu Dhabi, UAE from Nov 2003 to Apr 2006.
.JOB RESPONSIBILITIES  
1. Responsible and accountable for Camp & Accommodation, Catering operation and facilities management for multinational work force.
2. Monitor all camp operation activities and performance efficiency and standard.
3. Ensure all rooms are allocated according to company policy.
4. Ensure that all cleanliness hygiene and safety standard are adhered to.
5. Reporting of camp attendance on daily basis.
6. Reduce wastage of materials and unnecessary expense in the facilities.
7. Review and approve camp catering menu.
8. To manage camp Contractors and ensure that services provided are in line with applicable company standards
9. Conduct audit on catering hygiene and quality control.
10. Co-ordinate with maintenance staffs and supervisors regarding maintenance schedule and programs.
11. Prepare lists of camp assets and inventories.
12. Conduct survey of camp residents and resolve resident’s issues
EDUCATIONAL QUALIFICATIONS
Diploma in Civil Engineering (2009)
:
From Luna Institute of Engineering and Technology, Kerala, India
IOSH Managing Safely (2014)
:
From NIST Institute Pvt Ltd, Bangalore, India  
Basic First Aid & CPR (2017)
:
From Venture Gulf Training Center, Qatar 

Fire Marshal (2016)
:
From RCS international, Qatar
ISO 9001:2015 Internal Auditor
:
From Global institute of Quality Management, Qatar
Awareness Training (2016)
TECHNICAL SKILLS
Ms Office, Windows, Internet Applications & ERP Software  
KEY SKILLS 

· Camp Administration.
· Maintenance. 
· Catering Operation.
· Laundry Operation.
· Cleaning & Housekeeping.
· Facilities Management.

· Health & Safety Administration.
· Document & Report Generation.
· Communication Management.
· Labor & Welfare Management.
· Planning & Organization Skills.
· Decision Making & Problem Solving.
· Conflict Resolution.
· Cross-functional Coordination.
· Strong Interpersonal Skills.
· Training & Development.
PERSONAL DETAILS
Date of Birth


:

16/04/1984

Nationality


:

Indian
Marital Status

:

Married 
Languages Know

:

English, Hindi, Urdu, Malayalam, Tamil and Arabic (Average) 
DECLARATION
I hereby declare that the aforementioned facts & details are true to the best of my knowledge.
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