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Resume
Azim
Date of Birth:         02-02-1982
Nationality:            Pakistani
Azim.73939@2freemail.com 
Marital Status: Married                                                                     N.O.C               Available                                                        
Professional Experience 
Bin Hafeez Est. Transport & General Construction Co. United Arab Emirates                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
As, Administrator,(4th April 2006)
JOB RESPONSIBILITIES (job history)
· Dealing with special internal files and records(Manual & computerized system)

· Assist in HR matters (annual and daily leaves, policies and procedures, Reservations)
· coordination with the Administration Manager, provide advice and support on various administrative and legal matters as per the current U.A.E Labour laws, conduct periodic survey and work contacts with the employees and the supervisory staff in order to detect and solve any problems on the work place.
· office procedures - personnel, pay, logistics, stores, recruitment, security, travel arrangements, report

· Writing, disciplinary procedures, stationary and postage budget and training administration.

· Completed time sheets for employees.

·  Maintained attendance records – sick holidays etc.

·  Supervisory experience gained in organising office routines.

· Compiled statistics returns and demands.

· Computer application installation, software and hardware. 
· Accomplished in organising events, people and resources.

· Maintained personnel database specific to the organisations needs.

·  Maintained all personnel records: Prepared financial costing associated with new posts. Prepared job

· Descriptions, personnel specifications and personnel records such as the contract of employment.

·  Paid bills, (Imprest System) and banked monies on a daily, weekly and monthly basis.
· Maintaining employees personnel regards(special confidential  document )

· Accounting and delivering of leave dues amount to employees, Preparing all the employees formalities as per the quality policy of the Establishment
· Handling of dues and documents for employees going on normal leave ensure the procedures are implemented with respect to custody and clearances etc

· Admin Orders systemizing & processing, files maintaining, internal applications, memorandums.
· Updating daily Manpower Report, Monitoring of duty time for all employees as well as preparation of  time cards 
· Performs the duties of cashier on site for the cash pay Roll when nominated to do so by the Account Department.

· Preparing Human Resource reports and forward it to management for covering  the shortage of any designation if required
· knowledge of PRV Defect reports, Job card opening, updating, closing & new Machinery systemizing (Preparation of monthly plant invoices)
· Manpower, Equipments & Vehicles providing to various projects, make and change Custodies and allocation agreements. 
· Preparation of monthly Registration Expiry report for vehicles & Equipments 

· Coordination with the Project Manager, submits monthly and yearly reposts on all matters related to his works including status of Human Resources, summary of transactions handled problems encountered and proposals for improvement.  
· “Goal” INTERNATIONAL HUMAN rights Organization (Oct 2005 To APRIL 2006)
Work as Relief Officer 
· Distribution of relief & Medical aid in effective Earth Quake areas in Kashmir(Pak) 

· Making daily work progress report to Chairman (President) 

· Supervising and monitoring the team work in final inspection process

‘Samara enterprise (2003- to Oct 2005)
Work as Admin Assistant
Job Responsibilities 

· Preparing Admin order for leave, termination, transfer and resignation 

· Preparing employee dues policies and procedure, yearly assessment  

· Managing Staff duties, transfer of employees & Machinery, Monitoring and managing the section staffs work in final process.

· Answer incoming calls, Memorandum and Enquiries.
Self–Abilities
· Strong ability for multitasking and leadership
· Ability to work independently and  under pressure

· Self motivated, deal, coordinate and provide support to various Departments.
· Having a good communication and presentation skill

Academic Qualification

· Master Dégrée

(political and social sciences)          
 
· Graduation  





From AJK University Pakistan

· Intermediate ,Matriculation                  

Board of Secondary Education Mir Purr AJK Pakistan
Technical Education

(DIT) from Joher Institute of Information Technology (Islamabad)

· Experience of installing and managing different software’s.   
· MS Dos, PC & MS Win XP & PC including, Soft ware Installation , Word, 

· Excel, Power point, MS out Look, Inter Net.
Languages


English, Arabic, Urdu and  read write and speak.
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