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To accept the challenging position in an organization and grow on the basis of my personal abilities and capabilities to provide effective and efficient services to the best of my knowledge to an organization and want to become a successful and result oriented personnel.


Permit to Work Coordinator         





DEC-2015 UP TO NOW
Employer
: Mohd Darwish Gen Contracting & Transport Abu Dhabi, UAE
Contractor
: Samsung Engineering Company Ltd
Project

: Carbon Black & Delayed Cocker Project Abu Dhabi, UAE


DUTIES AND RESPONSIBILITIES:

· Report to the HSES project manager.
· Ensures strict implementation of PTW rules at work locations.

· Coordinates and participate in work permit co-ordination meetings.

· Audits the permit to work procedure and ensure compliance on a daily basis.

· Providing a quality check on the completion of permits and certificates and ensuring all the necessary signatures have been obtained.

· Operating the permit office to reflect the current status of all permitted work and isolations.

· Maintaining the permit coordination display board.

· Coaching and mentoring of staff when necessary.

· Ensuring that PTW updates/changes are effectively communicated to all relevant personnel.

· Ensuring a PTW tracking system is in place and keeps track of valid work permits. 

· Ensures closure of work permits on completion of work.

· Ensure expired work permit are closed, cancelled or renewed as the case maybe.
Office Assistant/Document Controller

         


OCT-2013 TO DEC-2015
Employer
:  Mohd Darwish Gen Contractor & Transport Abu Dhabi, UAE
Contractor
:  Daewoo Engineering & Construction

Project

:  EPC-4 Ruwais Refinery Expansion Project Abu Dhabi, UAE
DUTIES AND RESPONSIBILITIES:

· Provide front desk support to guest and clients/subcontractor.
· Coordinate and schedule appointments and meetings.
· Communicate with current and potential clients/ subcontractor to determine needs and resolve issues.
·  Maintaining office filing & records of office activities by using computer databases or do this by hand.
·       Process of forms and other documents such as expenditure claims, employee time sheets etc.
·  Maintaining paperwork for employees or customers  

·       Review and distribute incoming correspondence.
·     Monitor and fulfill staff needs.
·  Handle Workers complaints, supervise other workers.

·  Maintain leave records of all departments.
Office Clerk
         







FEB-2011 TO SEP-2013
Employer:  Mohd Darwish Gen Contractor & Transport Abu Dhabi, UAE
Main Office, Abu Dhabi
DUTIES AND RESPONSIBILITIES:

· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints. 
· Answer telephones, direct calls and take messages.

· Compile, copy, sort, and file records of office activities, business transactions, and other activities use computer databases or do this by hand.

· Operate office machines, such as photocopiers, scanners, facsimile machines, and personal computers. 

· Send, open, route, and answer mail. Prepare outgoing mail.

· Type letters and documents using computers. May transcribe letters from notes.

· May troubleshoot problems with computers and office equipment.                                 
· Preparing Expenditure Statements.
· Maintaining petty cash records and ensuring they are up to date, accurate and reconciled
· Maintenance of account files, ensuring accuracy and completeness.
· Preparing cheques to Suppliers, Customers & Workers. 

· Monthly staff payroll preparation.
· Prepare and review revenue, expense, payroll entries, invoices, and other accounting documents.
Data Entry Operator  




 


JAN-2010 TO DEC-2010
Employer: M/S Haleeb Foods Ltd Pakistan
Regional Office Peshawar, KPK
DUTIES AND RESPONSIBILITIES:

· Handling of Petty Cash.

· Monitoring Daily expenditure regarding the Company
· Open and distribute the mail, Answers and screens telephone calls. . 

· Performs administrative clerical duties.

· Keep the Company Documents and Data’s as Confidential.

· Preparing and keeping daily Sold out products record regarding customers. 

· Monitoring and Receiving  customer orders and processed orders for customers as required  

EDUCATION






                                KPK, Pakistan

  2003 - 2005 

            
Higher Secondary School Certificate issued by BISE Peshawar, KPK
  2001 - 2003


Secondary School Certificate issued by BISE Peshawar, KPK

· Quick Books 2013
· Fox Pro

· Microsoft Office (MS Word, Excel, Access, PowerPoint, Outlook)

· Internet Surfing 

· Operating system installation(Window XP, Window7)

· Basic Knowledge of Computer Hardware.
· Competent in Typing and Data Entry.

· NEBOSH
International General Certificate (Under Process)
· OSHA-USA
General Industry, Safety & Health “Administration
· IOSH-UK
Institution of Occupation Safety & Health (UK)
· HABC L-2
International Award in Fire Safety

· Well organized and presentable.
· Strong inter-personal skills.
· Self confidence & patience.
· Able to manage & handle multiple tasks.
· Can work independently and with groups.
· Undertakes & executes responsibility.
· Excellent communication skills.

Nationality
                                   :  Pakistan

Religion

                                   :  Islam (Sunni)
Gender

                                   :  Male

Date of Birth                                 :  03-07-1987
Marital Status                               :  Single
Driving License

      :  Valid UAE light vehicle driving license 
Issue Date


      :  06 - 03 - 2012
Languages                                      : English, Urdu, Arabic
I hereby declare that all the above statements are true to the best of my knowledge and belief.                                                     [image: image19.jpg]
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SHERAZ   





 Email: sheraz.369634@2freemail.com

















CAREER OBJECTIVE





WORK EXPERIENCE					








IT SKILLS





SAFETY COURSES





OTHER PERSONAL STRENGHTS





PERSONAL PROFILE









