Sohail
E-mail: sohail.257285@2freemail.com 
Aspiring for career enriching assignments as a Camp & Site Administrator / Site Transport Coordinator / Purchase Officer or Store Keeper / Logistics / Hotel / Customer service.
Location Preference: Gulf
PROFESSIONAL PROFILE
· A goal-driven, multitasking & service oriented professional with 10 years of relevant experience in Camp & Site Administration,  Transport, Purchase / Store   
· Holds an excellent interpersonal, communication & organizational skills.
WORK EXPERIENCE
From July, 2006 – December 2011: Al Habtoor Leighton Group as a Camp Boss.
Significant Highlights:
· Allocation of accommodation to Company staff. 

· Maintaining a computer record that explains occupancy and reserve accommodation.

·  Explain in formal way the camp rules and regulations to the new arrivals and record their acceptance.

·  Daily mustering and allocation of duties to the maintenance staff. Maintain computerized time sheets for these staff.

· Periodic Inspection of accommodation rooms for cleaning standards, housekeeping and general hygiene. Advise the maintenance staff during daily briefing.

· 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.

· Make a computerized fire plan and position the first aid fire fighting equipments according to the plan. Periodic Inspection of these equipments and dealing with vendor, if required.

·  Periodic Inspection of cooling systems fitted in the accommodation for their effectiveness and does repairs/replacements as required basis.

·  Dealing with respective vendors for supply of certified potable water, sewage clearance etc.

· Scrutinize the suggestions/complaints raised by the camp residents. Try and sort out if within the scope or project/follow up the problem with the management if required.
· 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.

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

· Supply and record keeping of living items such as blankets, soaps, glasses, pillows, beds sheets, towels etc to the residents.

· Ensure discipline and timings in recreation rooms.

· Conduct mess meetings involving management and employees to discuss the important issues directly with the management.

· Advise management the areas that need attention and improvement.

· Conducting surprise checks for ensuring alertness by camp security staff.

· Supervise gardening work in the camp. Suggest the gardening staff for any improvements.

· Display of transport schedule, camp rules and regulations, management notices, HSE posters, medical bulletins, weekly menus on notice boards.

· Conduct sports activities as per planned schedule. Plan the tours for the employees as per management policies.

· Co-ordinate to send packed meals to the site, if required.

· Periodic submission of reports as below.

· Monthly summary of new arrivals and departures.

· Miscellaneous expenditure statements

· Stock records.

· Daily activity sheet

· Material received for maintenance.

· Frozen/dry food stuff inspection record.

· Work force deployment report.

· Housekeeping inspection report.

· Meals inspection report.

· Electrical inspection report.

From March, 2012 – to October, 2015 : Site Admin, Transport Coordinator Store Keeper 
Significant Highlights:

· Procure office supplies, spare parts, equipment, Vehicles, external hires & repair for Plant & Yard Department.

· Handle & monitor central store ensuring all the required materials are available

· Initiate appropriate actions for the material & equipment requirements from projects & coordinate for timely delivery.

· Prepare LPOs, material & equipment receipt & issue, transfer, maintenance records in SAP.

· Prepare periodic MIS reports-Inventory, equipment & vehicle pool, fuel & Salik, GPS, etc. 

· Arrange & Maintain AMC contracts for company’s facilities & equipment.

· Monitor & Maintain records of over 200 personnel & their distribution to the projects, wage card, leave processing.

· Monitor & arrange Trainings & Third party certification for Personnel and company’s equipment.

· Monitor and initiate vehicle related registration / insurance claims and renewals for the company owned vehicle fleet.

· Arrange all kinds of RTA & DM permits 

· Setup and coordinate meetings

· Develop and monitor central archive, departmental files & documents, data and confidential information.

· Supervise a team of 10 personnel.

· Allocation of new employees.

· Preparation of daily manpower report.

· Submitting required daily, weekly and monthly reports to Country Office.

· Compiles time and production record base on work chart and time card for completeness.

· Locate workers at various times to verify attendance listed on daily spot.

· Processing Payroll and posting on eTas (Time System Software) both daily and monthly paid employees.

· Maintaining accurate record of sick/maternity/parental leave.

· Maintain employees record and support to Human Resource, Accounts, Commercial, Transport and Production Department.

· Coordinate the flow of information both internally and externally.

· Preparing of Correspondence for HR and Administration matter.

· Coordination with all, Managers, Engineers and superiors relating Manpower queries.

· Monitor Attendance and tardiness of all employees.

· Control and implement ISO procedure, files as QHSE may direct.

· Provide full administrative support to the Site Management.

ACADEMIC & CREDENTIALS

Bachelor in Homeopathic Medical Science from Government of Pakistan National Council for Homeopathy. 
Other Qualification:

Diploma in Office Management from Royal Collage of Technology Sialkot Pakistan

Spoken English Course from London Collage of Computing & Languages Sialkot Pakistan.    

Diploma in First Aid from Dubai Heart Centre emergency life support training services.

Diploma in Cultural Sensitivity from Al Habtoor Engineering & Training Centre
IT Skills:

· MS Office 2010 (Word, Excel, PowerPoint & Outlook)

· Excellent Internet Application knowledge




PERSONALDETAILS
Date of Birth:


October 02nd 1981
Language Known:

English Arabic Urdu & Punjabi 
Nationality:


Pakistani 
Visa Status:


Employment 
Marital Status:


Single 
All above mentioned declaration are true in best of my knowledge and reference can be furnished upon request.
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