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IRFAN 
Irfan.132628@2freemail.com
Rahim yar khan Pakistan

Objective: 
Excellent organizational and administration skill with experience in dealing the construction site and high volume workload whilst meeting strict deadlines.

Good background experience, gained within a variety of contract and voluntary position.

Now aspiring to start a new challenging appointment with a reputable company.

 PROFESSIONAL EXPERIENCE 
Country of Operation: Pakistan, UAE.
Total Experience: 6+ Years 
UAE Experience 01year.
RAQ CONTRACTING CO.LLC UAE
RAQ joining 17 Aug 2015 to June 2017
Position: Logistics Officer & Camp Boss.
DUTIES AND RESPONSIBILITIES: 
Reporting: General Manager.
Responsibilities for overall management of the Logistics & Camp.
( Preparation of logistics plans to support all relevant operations within the programme or project;  

( Requirement of stores handling staff and office support staff members as required in respective regions; 

( Assistance in provision of logistics support to other staff by arranging land and air-travel including arrangement of security clearance for daily/weekly missions; 

( Management of programmer and project transport requirements; 
Assign duties to drivers ensuring timely services, issuing fuel, recording log-books and maintenance and repair/recovery of vehicles; 

( Maintenance of accurate stores records and accounts through sound audit and 
Stock-take procedures; 
( Assist HR manager for camp related tasks.
• Resolve the problem in the camp, related in the camp services.
• Assist the admin Manager regarding all function in Administrative Services.
• In-charge to all transport / vehicles arrangements/ scheduling, filling system and maintenance report.
• Responsible for monitoring, Inspection to all camp supplier.
• Responsible for booking of rooms, making daily report of person on site.
• Responsible for meet and great in the airport going to the camp, job site and office.
• Running the camp day-today matters, including housekeeping and maintenance.
• Supervision of handling Emergency situation at Camp.
• Responsible for monitoring food preparation, security, safety regulations
   Cleanliness and maintenance of camp site.
• Attends meetings with the Admin Manager in order to implement 
   Company policy regarding admin issues.
 •Mass management.

 •Coordinating civil defiance & municipality inspection of camp.  
Gourmet Beverage plant Faisalabad Pakistan
5year Experience of Pakistan 

Gourmet Beverage plant Faisalabad 25 July 2010 to 30 July 2015.
· Position: Assist Admin Manager. 
Roles and Responsibilities: was responsible for the entire camp a wok face of 1500 labors and 50 officers, maintaining documents related to Camp, Stores, Mess, and Laundry. 

· Manage labor accommodation which involves cleaning, maintenance occupancy in the camp, Safety & security. Ensure discipline in the camp.

· Report workers staying in the comp/not reporting to duty on daily basis to HR along with the valid reason on each case.
· Daily camp checking camp total details, daily reports & monthly reports send to HR department.

· Handle all Location of rooms for new coming workers. Keeping update records of all labors staying in accommodation.

· Responsible for the clearance of sewage water from septic tanks and garbage disposals 

· Handle immediate first aid and inform doctor in case of emergency.
Qualification:

( Minimum 06 years of experience in the field operations and logistics preferably with a humanitarian aid or organization; 

( Excellent knowledge of computer applications especially the Microsoft suite of programs;
Technical Education:

B.Tech (Mechanical)        
 2013 from Preston University of kohat

                                            
 (3.0 GPA) 80%

DAE (Mechanical)           
 (68%)

       



  2007 to 2010   from Punjab Board of Technical 

                                                         Education Lahore.

Metric  

         
 2005 from Govt. high school Rahim yar khan
Other Certification:

Auto Cat 2D, 3D drawing:
3 months (2010) 70%

(Cad View architect & Training Institute)

Computer Courses.
March 2009 to December 2009

10 months (A+)

Electro men’s Institute of I.T & computer education 
Personal Details:

Father’s Name
          

 
SHAMS UL HAQ

Religion

          
 
Islam

Nationality


 
Pakistani
Visa statues 



Residence visa 
