COVER LETTER

To,

The Manager
Dear Sir,

I would welcome the opportunity of ADMIN COORDINATOR/CONTRACTS EXECUTIVE to utilize the knowledge and experience I have gained from my formal studies and through my responsibilities. My work experience has reaffirmed my interest in this field of work and helped me to develop an ability to communicate knowledge with enthusiasm.

I have planned and managed my time to achieve a good balance between my studies and maintaining other interests. 
I am available for interview at any time in the coming weeks. I look forward to hearing from you.

Thanking you in anticipation.

                                                                                                           Yours truly,

  







(MIRZA IMRAN BAIG)
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Carrier Objective
Seeking a position in a well-established organization to build a challenging career that provides me with responsibilities and high achievements, where I can exploit and invest all my creativity, potentials and skills in a way that allows me to execute my job tasks.
Work Experience
· Presently working as Sr. CONTRACTS EXECUTIVE with DAMAC PROPERTIES L.L.C -DUBAI, U.A.E (May 2012 – Till Present).

· Worked as DOCUMENT CONTROLLER with National Engineering Bureau (Architectural & Engineering Consultants) Dubai, U.A.E.  (August 2006 – May 2012).
Completed Projects
· Bay Central Towers – Dubai Select/Dubai Civil Engineering, General Construction Co.,

       (2Nos Residential Towers & 1 Hotel Tower of Contract Value AED.634.5 Million)

· Torch Tower - Dubai Select / Dubai Civil Engineering
(385m Height & 86 Storey Residential Tower of Contract Value AED.432Million)

· The Point – Dubai Select / Dubai Civil Engineering
(Design & Built Contract for 35 storey Building of Contract Value AED 102.Million)   
Design and Build contracts for DUBAI SELECT projects and Main Contractor for the other projects.
Responsibilities as Document Controller
· Enhancing as per the new activities
· Preparing design status reports
· Maintain proper document control and filling system with full traceability
· Ensure back – ups for all technical submittals
· Control of documentation produced internally and externally
· Controlling project documentation at all stages (review to close-out). Administrate internal and external correspondence as required by the department and after approval dispatch the same.

· Provide all the administrative related assistance to the department as and when required.

· Scan all the verified documents such as Tender, Contract etc., and store in the Document Management Software.

· Keep the physical documents in an appropriate file and maintain it in a safe custody in a confidential manner.

· To assist all the department staffs in the preparation of routine reports to be submitted to Management.

· As per the team members and management requirements retrieve the records and provide the same to the concerned.

· Act as confidential administrative assistant in the executive department, managing the Client & Consultant’s calendars and schedules, screening callers and arranging appointments, meetings and conferences, as required. 
· Able to do self correspondences and transcribe dictated or written materials, using handwritten drafts. Take minutes at meetings, as required.
· Coordinating daily operations and handling office tasks such as correspondence, minutes of the meetings, file management and database administration.
· Keeping track of all incoming documents.
· Drafting memos, tender documents and diary management.

· Managed internal and external mail.
· Proper Upkeep of Office Surroundings

· Inviting Tenders and preparation of Tender Documents for Client.

· Preparing Monthly Progress reports.

· Providing staff support and administration support to departmental meetings, attending and recording minutes of meetings and providing minutes of meeting.

· Arranged and prioritized meetings, composed and typed correspondence, organized travel requirements, assisted the management of the company secretarial database, motioned mail and telephone calls and made invoice payments. 

· Planning, coordinating and arranging all events and corporate calendar.

Responsibilities as Secretary
· Coordinating with the P.R.O. for HR administration issues like processing of visas (transit, visit and employment), labor card, and access pass etc.

· Negotiating with Insurance Co. for better premium for Medical Insurance and Claim settlement.

· Liaison with the Embassy for Management functionaries Visa / Air Ticket / Hotel / Transport.

· Handling administrative duties & handling purchase of basic office equipments.
· Arranging hotel and travel arrangements for incoming clients and staff members.
Responsibilities as Contracts Executive

· Coordinate with the Sales, Legal, I.T, CRM (Client Relation Management), Finance and Compliance division to ensure accuracy of customer information)  
· Promptly update contact details of customers on IPMS
· Prompt clearance and upload of Master Agreements and Addendums.

· Prompt processing and issuance of Agreements and Addendums

· Prompt execution of customer Agreements and Addendums

· Processing and Issuance of Agreements such as Sale & Purchase Agreement (S.P.A) for off-plan projects.

· Processing Agreement to Sell (A.S) for Completed projects (with & without early handover)

· Processing the Addendums to Sale Agreements such as Payment Extension/Credit, Retention (Payment Extension/Credit).

· Generation & Dispatch (Sale & Purchase Agreement & Lease Agreement)

· Coordinate with Courier dispatched department.
Education Qualification
· B.Com (Bachelor of Commerce) (Dec 2011)

· 10+2 Intermediate (Commerce) (March 2003)
· S.S.C. (Secondary school certified) (June 2001)
Technical Qualification
· PGDHM (Post Graduate Diploma in Hospitality Management by IIHM & CT) (A.P) (INDIA) (Jan 2004- Dec 2004)
· DCA (Diploma in Computer Applications)
Summary of Skills
Operating systems

: DOS, MS-Windows9x, NT, 2000, XP, Vista.
Application software        
: MS-office, Internet Services.

Personal Details
Name                             :          Mirza Imran Baig
DOB


:          06th Sep 1985
Marital status

:          Married
Nationality

:          Indian
Languages Known
:          English, Hindi, Urdu, and Telugu.
Visa Status

:          Employment
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