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	Jaheer
Al-Ain, U.A.E

Mobile: C/o 971505891826
Email: jaheer.308326@2freemail.com 


OBJECTIVE
Looking for a promising & challenging career which will enable me to provide best of my Technical, Analytical & Professional skills, a career which can sharpen my current skills, knowledge and where I can have a good scope for learning and implementing new technologies.


PROFESSIONAL EXPERIENCE

REEM EMIRATES ALUMINUM LLC (www.reemalum.com) 

Designation: Project’s Coordinator




   
    From: Jun 2014---To: Present
MUSANADA PROJECTS: Emirati Housing Project at Jebel Hafeet – 3000 Villas and Emirati Housing Project at Ain Al Fayda – 2000 Villas.
Duties and Responsibilities
· Participates in project budget planning and development. 
· Coordinates and attends meetings; establishes and maintains internal and external contacts as necessary. 
· Monitors record keeping and file maintenance for the program or project.
· Controlling issuance of document numbers, including maintenance of proper document registers for detail engineering or construction engineering project.
· Prepare Engineering daily reports, weakly report & monthly report and produce hard/ soft copies of documents for archiving and for circulation purpose. 
· Verifies and analyzes the accuracy of all data and information used or generated by project; resolves any discrepancies or problems.
· Type and edit contracts, estimates, price requests, documents and correspondence.
· Handle hard copy filing of drawings and file according to project / resources etc.
· Prepare worksheet for monitoring and controlling work progress and quantities.
· Utilize MS Excel for data collection and reporting.
· Prepare project organization and communication charts.
· Document Management – Undertaking various functions related to document control, document archiving, document imaging and maintenance of document register for Construction Projects and Detail Engineering Projects.
· Managing petty cash for the project needs.
SISGREEN TECHNOLOGIES, MANGALORE (www.sisgreen.com)                                                 

Designation: Business Analyst                       
 
                           From: Mar 2011---To: May 2014
Duties and Responsibilities
· Gather intelligence from corporate executives and middle managers about needs and future growth

· Partner with application directors and creators to ensure each project meets a specific need and resolves successfully

· Assume responsibility for project tasks and ensure they are completed in a timely fashion

· Evaluate, test and recommend new opportunities for enhancing our software, hardware and IT processes

· Compile and distribute reports on application development and deployment

· Design and execute A/B testing procedures to extract data from test runs

· Evaluate and draw conclusions from data related to customer behavior

· Consult with the executive team and the IT department on the newest technology and its implications in the industry

· Understand Project requirements, Analyzing business requirements, Software requirement specification and Prepare Test Plan.

· Ensure data integrity standards.

· Perform reviews, walkthroughs, or inspections

TECHNICAL SKILLS
	Computer Typing Speed
	: 50WPM.

	Hardware
	: A+, CCNA.

	Operating System
	: Windows XP, Vista, 7, 8, 10.

	Applications
	: MS Office (Word, Excel, PowerPoint, Outlook, Visio), Enterprise resource planning ERP software, Document Management System and PRIMAVERA.



STRENGTHS
· Ability to work independently and multi-task across multiple projects.

· Ability to deal with people diplomatically and willingness to learn.

· Working in team.

· Quick Learning Skills.

· Imagining alternatives, expressing ideas, solving problems, setting goals.

· Making decisions, coordinating tasks, managing groups, managing time.

· Highly adaptive to any environment.
· Good interpersonal communications skills.

EDUCATIONAL & PROFESSIONAL CREDENTIALS
	Course
	Name Of the Institution
	University
	Year Of Passing

	BCA(Bachelor Of Computer Application)
	Govinda Dasa First Grade College, Surathkal, Mangalore.
	Mangalore University. 

(UAE Embassy attested)
	2010

	PUC
	Govinda Dasa PU College, Surathkal, Mangalore.
	Department of PR-University Education.
	2007

	SSLC
	Vidyadayini High School, Surathkal, Mangalore.
	Karnataka Secondary Education Board.
	2005



ADDITIONAL EDUCATIONAL CREDENTIALS
	Course
	Name Of the Institution
	University
	Year Of Passing

	Commerce Examination Certificate “English Typewriting Junior”.
	Neo Commercial Institute, Surathkal.
	Karnataka Secondary Education Examination Board.
	2007

	Personality Development Programme – CLHRD.
	Govinda Dasa First Grade College, Surathkal, Mangalore.
	Mangalore University.
	2008

	Training programme on Visual Basic (VB) & It’s Application.
	Dept of Mining Engineering, (NITK), Surathkal.
	National Institute of Technology Karnataka (NITK), Surathkal.
	2008

	Hardware.
	IACM Connect Mangalore.
	
	2010

	CCNA (CISCO CERTIFIED NETWORK ASSOCIATE), Proconnect Programme in Managing Routers & Switches.
	IACM Connect Mangalore.
	IACM SmartLearn Ltd. New Delhi.
	2010


	
	

	

	
	


PERSONAL INFORMATION
	U.A.E Driving License*
	: Light Vehicle (Manual)

	Date Of Birth
	: 11-May-1990

	Marital Status
	: SINGLE

	Gender
	: Male

	Nationality
	: Indian

	Languages Known
	: ENGLISH, HINDI, KANNADA and Basic ARABIC.




I hereby solemnly declare and affirm that all statement made in this application are true, complete and correct to best of my knowledge and belief.
	Place: Al Ain, UAE
	Jaheer
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