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CARRIER OBJECTIVE:

A Challenging opportunity to work with a professional company and rise with experience and growth. An environment where in I could learn and grow as an individual with company where my personal aspiration will be complementary to the organization in a very synergetic relationship.

Position Applied For: TIME KEEPER
Work Experience
7 years working experience as Sr. Time keeper cum Admin officer in Dubai

I year working experience as Time keeper in Dubai

2 year working experience as Accounts Time keeper in Oman

3 Month working experience as Admin cum Time keeper in QCON Qatar shut down

Job Responsibility 
· Monitoring labour hours by software by EPHR and Time sot ware

· Allocate the workforce both (staff and labor) various site location and supervisors as per instruction of project manager
· Collect allocation sheet from site in charge and gives to QS Dept for cost coding
· Audits the clocked hour of tradesman and auditing/ adding the cost code

· Approves the ot as per the overtime sheet as per signed and approved by project manager
· Prepared the hired tradesman monthly time sheet and get approval to pay from project manager

· Random site checks to make 100% output from  workforce by not allowing to workforce to take extra rest/ break hours and late reporting , early leaving etc
· Maintained proper record of employees proceeding on leave, returning from leave, absconde. Resigned and terminated etc
· Plant coordination (logistic management)

· Requisition for plants and equipments hire/ off hire/replacement/ movement / extension etc

· Prepare breakdown report and and coordinate with mechanics to get it done
· Prepare monthly timesheet for all plant b both (MPD and hired) and get it approved by PM

· Cross check the external hired plant invoices with actuel and get approved to pay from pm
· Arrange internal plant movement and allocating as per pm instruction
· Transportation arrangement for both labors and staff
· Heavy duty and light duty vehicle arrangement for all site activities

· Coordinate with mp vehicle/ machine service and repair
Other related works:-
· prepare the daily/ weekly and monthly progress reports for consultant, planning and safety department
· prepare the weekly forecast for planning the weekly program and follow up to get the additional recourses requirement
· prepare gang wise report weekly

· Coordinate with HR & Admin for leave ,air ticket, leave settlement medical and other reimbursement and passport and visa request. And inquires to HR dept
Professional experience
April 2006 to Sep 2012

                                                Senior Time Keeper
                                                Dubai (UAE)
.                                               Company industry:  Construction
                                                Job role: Administration 

                                                Project name
                                                           Millennium Hotel  Building Al Barsha Dubai

                                                           First Gulf bank Project in Al Nahada& Al Mamazar Dubai

                                                           Al Ghurair City Center Extension Phase II Dubai

                                                           Saadiyat Link Project Abu Dhabi

                                 HLG Plant Department Dubai

April 2013 to Dec 2014
                                               Time Keeper
                                               Dubai (UAE)

                                               Company industry: Construction

                                               Job role: Administration
                                               Project name

                                  Diamond Business Park ( Meydan) Nad Al Sheba

                                  Novatel Hotel Project sheikh zayed road Dubai
3 months shut down project            
                                               Admin cum Time keeper

                                               Company industry:  Oil & Gas 

                                               Job role: administration

                                               Project Name
                                                           Rasalffan Oil and Gas Plant Qatar
April 2016 to March 2017
                                               Accounts Time Keeper

                                             Company Industry: Construction

                                             Job Role: Accounts Time Keeper

                                             Project Name

                                                           Muscat International Air Port Project 
  Education:-
1992  SSC  
                                                            Rajasthan Central Education Board
      1994                                    HSC 
                                                           Rajasthan Higher Secondary Education Board

      1997                                    Bachelor of Arts  

                                                            MDS University Ajmer                                       

COMPOUTER KNOWLEDGE:

Office Packages 2003 and 2007- MS Word, MS Excel, MS Power Point, & ,Watch D.P.T. ERP, 

Adobe Photo Shop, Ulead Video Studio, CD, S DVD, S Burning, Internet Downloading,
Personal Information:
Date of birth
:
07.07.1975
Nationality
:
Indian 
Martial status
:
Married

Religion
:
Islam
Place of issue

Jaipur
Date of issue

29.05.2015
Date of expiry
 
28.05.2025
Language Known:   English, Hindi, Arabic, Rajasthani
Hobbies:                   Cricket, reading & Music
All the above information is bond to be true and correct for the best of my knowledge. Any sort of feedback is appreciated from my part.
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