SYED 
SYED.136722@2freemail.com 

CAREER OBJECTIVE:

As an experienced Personnel professional seeking a Position in Personnel & Administration, would like to utilize earlier experience and knowledge in Personnel field by contributing to the progress and advancement of the firm. I would be putting my best use of my knowledge and experience while taking important decisions related to the company and for the people associated with it. 
PROFILE:

A motivated Personnel Professional with demonstrated proficiency and communication skills, customer care skills, trustworthy, dependable, able to work under minimum supervision, a mature man with more than 05 years working experience.
CORE COMPETENCES:
· Good knowledge of Personnel & Administration Competencies and Activities.

· Comprehensive knowledge of recruitment procedures, policy implementations, benefits administration and staff supervision.

· Creative designer of work flow systems, to eliminate duplication of effort and increase proficiency and productivity of employees.

· Able administrator of confidential projects with dispatch and discretion.

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.

· Strongly commercial with excellent communication and influencing skills.

· Energetic and capable of working with minimal support and a good deal of autonomy.
PROFESSIONAL EXPERIENCES In U.A.E.
Personnel Assistant: November 2006 - October 2011, Present, ESEC & El-Seif Engineering Contracting, Dubai & Abu Dhabi, United Arab Emirates
Duties and Responsibilities.

Act as the company’s first point of contact with people from inside and outside the organization.

Screen telephone calls, inquiries and requests, and handle them when appropriate.

ELSEIF total Manpower at site = 2300
- Immigration and Labour Ministry Documentation.

- Medical of Staff and Labour ( for Renewal + New)


- Managing record of Iqama, Labour Id Card Medical and EIDA Card
- Emirate National Id Card Procedure for all Staff and Labour.
- Leave & Air Tickets

DIRECT SUBORDINATES.

Project Manager, Admin Manager, Personnel Administrator, , Construction Manager, Cost Code Manager, Assistants,  Site Accountant, Warehouse Supervisor & Transport Officers.
PROFESSIONAL EXPERIENCE In Pakistan.
Distributor and Marketing Officer , National Tobacco Company (Pvt).Ltd, Pakistan (2001-2004)
Sales Officer, Daily Food Industries (Pvt).Ltd, Karachi, Pakistan (July 2005 – Aug 2006)

EDUCATIONAL QUALIFICATIONS:

1. Matriculation in Science, Board of Intermediate & Secondary Education, Bahawalpur
CT DONE:
PERSONAL PROFILE:
Date of Birth
: 07th December.1982 
Nationality
: Pakistani.

Status

: Married.

Visa

: Employment since 21 September 2006.       
Languages known: Arabic , English , Punjabi , Urdu.
                  References available upon request
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