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PERSONAL DETAILS:

NAME


:  KABIR
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NATIONALITY

:   Pakistani
DATE OF BIRTH

:   02.01.1967                                                                            
SEX



:   Male
STATUS


:   Married
RELIGION


:   ISLAM
E-Mail


             :   kabir.379418@2freemail.com 




· OBJECTIVES: - 

Bearing a strong Professional background with compelling ambition for learning, I seek a challenging career that gives me a chance to prove my technical, intellectual and managerial abilities, polishes my skills and adds to my professional achievements.




· CURRENT EXPERIENCE: -

ORGANIZATION:
H.H. SHAIKH RASHID AL MAKTOUM PAKISTAN SCHOOL

POSITION:

ADMINISTRATION SUPERVISOR

PERIOD:

1st FEB, 2010 TO 04th DEC, 2017
RESPONSIBILITIES: -

· Supervise all admin staff including peons, drivers, and security guards.

· Handle all DHA requirements related to health and safety by coordinating with school doctor and nurses

· Supervise and manage school Canteen to ensure a healthy environment

· Sign individual Parents-School contract with KHDA

· Assigning job duties to individual staff members and prioritizing workloads.

· Evaluate staff members from time to time and provide feedback for improvement. 

· Identifying areas of weakness, departmental inefficiencies and providing appropriate recommendations for resolving the issues.

· Ensure employees act in accordance with school policies and implement disciplinary action when necessary.

· Look after school clinic as per DHA Rules and regulation 

· Look after KHDA compliance team

· Manage daily students/parents and employee issues by discussing with concerned authority

· Look after and manage the school transport as per RTA rules & regulations.

· Prepare the list of students with parents contact numbers for each bus of those who are availing the school transport.

· Check daily trip sheets of the entire vehicle. Prepare the list of students with parents contact numbers for each bus of those who are availing the school transport
· The making of arrangements to ensure that drivers comply with driver’s hours and traffic rules and with speed limits
· Ensure that the vehicles are maintained properly, including the inspection of vehicles at the appropriate time and the action taken to remedy defects found

· The reporting and recording of vehicle defects by drivers

· Ensure method of compilation and the accuracy of all records

· Ensure that the vehicles are not overloaded

· Responsible for renewal of vehicle registration and insurance
·    Responsible for all concerned matters regarding transport of students and well coordinate with the parents to resolve the issues.

· Prepare the list of students with parent’s contact numbers for each bus of those who are availing the school transport.

· Keeping transport maintenance records

· Preparing school transport monthly report

· Prepare Transport Students registration request form

· Work as Public relation officer (PRO) for three months

· PREVIOUS EXPERIENCE: -

· Nakheel PJSC

           A Group Company of Dubai World

           POSITION: 
General Admin and Facilities Supervisor

           PERIOD:    
December 2007 - September 2009

    RESPONSIBILITIES:
· Plans, supervises and evaluates the work of assigned staff; develops, implements and monitors work plans and processes to achieve goals and objectives; 

· Participates in the preparation of operating budget recommendations, authorizes the purchase of materials and monitors work activities and expenditures to control costs;

·  Supervises and participates in developing, implementing and evaluating work processes, systems and procedures to achieve objectives and work standards.

· Participates in the selection and training of personnel engaged in the maintenance and repair of buildings and facilities;

·  Plans, supervises and evaluates the performance of assigned personnel; 

· Establishes performance requirements and personal development targets; 

· Provides work process and safety training; regularly monitors performance and provides coaching for performance improvement and development; subject to management concurrence.

· Takes disciplinary action to address performance deficiencies, in accordance with policy and labor contract provisions.

· Provides day-to-day leadership and works with staff to ensure a high performance, customer-oriented work environment that supports achieving the departments and the District’s mission, objectives and values regarding customer service, team building and employee empowerment.

· Apply process improvement and quality management principles to assigned areas of responsibility.

· Schedules, coordinates and supervises the work of personnel engaged in the maintenance, repair and remodeling of buildings and facilities, including plumbing, electrical, heating and air conditioning systems
·  Ensures the timely completion of predictive and preventive maintenance programs; schedules and coordinates activities with user departments and divisions.

· Prepares and maintains a variety of records and reports, including time cards, worksheets, accident reports and maintenance requests; requisitions necessary tools, equipment, materials and supplies.

· Recommends special work or necessary equipment maintenance; reviews completed work. Responds to emergency situations as necessary.

· Supervises the construction, maintenance and repair of plumbing systems associated with facilities and treatment processes.
· Supervises the activities of staff performing grounds keeping, landscaping and custodial duties.
· Attends meetings with other departments and District staff.
· Transport in-charge to provide and arrange driver where required
· Nakheel PJSC

            A Group Company of Dubai World

            POSITION: 

Store Supervisor

            PERIOD:    

2004 to 2007

      RESPONSIBILITIES:

· Receives promotional and other material, and issues equipment as per requirement and compiles records time to time.  
· Verifies that delivery items and received are listed as per requisitions.

· Keep computerized records of incoming and outgoing items.
· Performed a range of storekeeper assignments in a learning capacity, receiving on-the-job training and close supervision.

· Inspects items, as to quality and quantity, against freight documents.

· Unpacks incoming goods and wraps and packs outgoing goods.

· Participates in physical inventories by counting stock.

· Keep cleans work area.

· May assist in training lower-level workers.

· Performs related work appropriate to the classification as assigned.

· Submit the daily report to the Management for incoming and outgoing goods.

· AL-WASL/LATIFA HOSPITAL

· POSITION: Store Supervisor / Transport In charge

· PERIOD:     1987 to December 2004   Dubai U.A.E

RESPONSIBILITIES: -

· Transport in-charge to provide and arrange driver where required
· Analyzed and resolving office administrative and procedural problems; 

· Maintained good relations with the public and staff individually and in general. 

· Assisted in setting inventory of medicines

· Kept track of received data and source documents.

· Prepares and sorts source documents, and identifies and interprets data to be entered.

· Responded to inquiries regarding medicine and pharmacy.

· Supervised the activities performed in all work units within an office, including office Management, implementation of procedures, case management and processing, records management.

· Managed collection and reporting of statistics, and accounting functions.
· Supervised and coordinated the work of subordinate supervisors and other staff, including pharmacy clerks.

· Reviewed work performance, motivating subordinates to work more effectively.

· Identifying problems with performance and developing solutions to those problems,

· Determining training needs to improve performance, initiating informal measures to correct misconduct or making recommendations for formal discipline.

· Assisted in the Department Head in the development and implementation of policies within the office.

· Developed operating procedures, forms and systems. Plans, develops and facilitates changes in procedures, forms and practices, work flows, personnel Assignments, and equipment. 
· PERSONAL ATTRIBUTES: -

· Team Spirit

· Well structured, approach in taking work assignments

· Strong cooperative attitude

· Open Communication

· UAE Driving License No. 3/5& 6 since 1986

· Auto Mechanics knowledge and experience of car repairing.

· ACADEMIC EDUCATION: -

·    Board: Peshawar Government of Pakistan 

· High Secondary School Certificate


· COMPUTER SKILLS:

·   MS Office Applications

·   Oracle

·   MS Windows, Apple Mac OS X, Internet & Email.

· LANGUAGES: -

Dependable reading, writing and speaking skills in the following languages:

English,

Arabic,

Urdu,

Pashto

CURRICULUM VITAE
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