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SHAKEEL 
Email: shakeel.382337@2freemail.com 
PROFILE SUMMARY 
With 18 years of experience in different industries Having competency Of Information technology, Human resource, customer service & having Almost 2 years of experience in UAE with UAE driving license in final stage.Looking for better platform where I can share my experience, knowledge and implement legal requirement of companies’ policy in my desired position
OVERVIEW OF SKILLS AND EXPERIENCE ACQUIRED THROUGH TRAINING
Acquired an excellent set of inter-disciplinary skills related to computer applications like computing networks Computer using very extensively, particularly MS Office. (Microsoft Word, Microsoft Excel & Power Point) Strong Knowledge of Computer software installation, hardware.Ability to type at least 30+ w.p.m.  
Business Skills

(1)Leadership (2) Communication (3) Ability to Work under Pressure (4) Decision Making
(5)Time Management (6) Self-motivation (7) Conflict Resolution
Workshop Traning:
Certificate of Participation NEBOSH AWARENESS TRAINING
Certificate of participation CORPORATE SOCIAL RESPONSIBILITY
Time Management and Stress Management Tolls for Organizational Development
Nexus between Industrial Relations and HRM: a Source for Industrial Peace and Harmony
Languages:
Mother tongue: Pashto                  Listening           Reading      Writing      Speaking

Pashto                                           Expert 
Basic 
        Basics
Expert

Urdu 



  Expert 
Expert 
        Expert 
Expert

English 



  Basics 
Basics 
        Basics  
Basics

Punjabi                                          Expert              Basics          Basics        Expert

Experince:

Camp Boss at Tech Engineering L.L.C Labor camp  in Ajman, UAE

Since December-2016 –Till Now.

Responsibilities

Manages and coordinates maintenance and repairs on camp facilities including

Plumbing, painting, carpentry, cleaning, and electrical duties.

Assumes responsibility for checking in and out camp grounds and non-camp groups

and maintenance records

Assumes responsibility for maintaining standard first aid supplies

Maintains liaison with personnel Department

Performs related work as required

Carrying out regular routine inspection of hazardous areas like kitchen, water tanks,

and drainage System and taking preventive actions.

Conducting mock drill in camp.

Conducting regular routine inspection of parking areas to make sure safety and

Security rules and compliances.

Checking visitor log for camp visitor and contractor for any maintenance work.

Preparing occupancy report on weekly basis &reporting Hr. Department.

Checking absentees on daily basis and reporting to HR. Department

and Operation manager.
Assisting the HR & General Manager with generalist HR matters, including reviewing and

developing relevant Policies and Procedures and providing advice in relation to employee

Performance, conduct and absence management.
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Assisting with preparations for disciplinary and grievance hearings as necessary.

Administration, co-ordination and support of recruitment.

Managing and maintaining contracts, personnel files and other employee information,

Developing an induction for new employee.

Coordinating and administering training and programmers and liaising with external training

Bodies as required. This includes providing support in relation to health and Safety training
records for employees.

Administration and co-ordination of internal training programmers.

Developing and managing employee –related programmers, such as work experience and

internships.

Undertake general administrative duties including: General word processing, Filing, copying and

faxing, Collation and distribution of minutes, reports and other documents.

Dealing with incoming and outgoing mail and general emails.

Ordering of equipment, materials and office supplies, safety items, camp related.

Undertake and assist in the recording and processing of invoices, receipts and payments as

required and instructed
HR Officer at Bari Textile Mills Private Limited, Karachi, Pakistan

July 2014 –to- November 2016

Responsibilities

Maintain Payroll discrepancies by collecting and analyzing information.

Provides payroll information by answering questions and requests.

Maintains payroll operations by following policies and procedures

Reporting needed changes.

Collect Mobile SMS attendance from outdoor staff on daily basis

Collect Leave/Late Coming /O.T. Approval Sheet on daily basis

Maintain Attendance Entry Staff & loader on daily basis.

Maintain Leave Entry on daily basis

Maintain Extra Work / Late Working Entry on daily basis

Print Attendance Sheet on daily basis

Submit Attendance Sheet on daily basis

HR Officer at Kolachee International, Karachi, Pakistan

November- 2013-To- June 2014

Responsibilities

Maintain Payroll discrepancies by collecting and analyzing information.

Provides payroll information by answering questions and requests

Maintain Leave Entry on daily basis

Enroll new Employees on face id machine

Post all manual entries in time information system software

Maintain Extra Work / Late Working Entry on daily basis

Print Attendance Sheet on daily basis

Submit Attendance Sheet on daily basis

Network Administrator at Limton Group of Companies, Karachi, Pakistan

April -2008-To- October- 2012

Responsibilities

Installations of operating system 98, XP, 2000, 2003.2008, Windows 8 and Windows 10

Implement domain, DNS, DHCP servers.

Maintain all ADS users’ accounts, groups, access rights and permission.

Troubleshoot Hardware and Network problem.

Firewall (ISA), VPN, DFS, Dialup, Remote Desktops, Mdaemon, Mail server

Microsoft Exchange Server 2007

Assistant Network Engineer at RHDC International, Karachi, Pakistan

April -2003-To- March- 2008

Responsibilities

Installations of operating system 98, XP, 2000, 2003

Implement domain, DNS, DHCP servers

Maintain all ADS users’ accounts, groups, access rights and permission
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Firewall (ISA), VPN, DFS, Dialup, Remote Desktops

Troubleshoot Hardware and Network problem

Customer Service Officer Instaphone Cellular Company, Karachi, Pakistan

July -1997-To- March- 2003

Responsibilities

Direct Customer dealing to help out their queries.

Telemarketing to bring new business.

Maintain accounts of Normal Customers.

Operate Our CRCBS Based on Oracle.

Calling On Block Numbers and introduce exciting promo.

Welcome Calls to New Customers

EDUCATION
UNIVERSITY OF SINDH. Hyderabad, Pakistan
2009 - 2010
Bachelor of Arts 

Grade” B”
COMPUTER SKILLS

Installing Windows Xp / Windows Vista / Window 7/ Window 8 /Windows 10

Troubleshoot   Network Problems and configure wifi routers LAN, WAN,
MS Word, Excel, PowerPoint, Outlook,etc

REFERENCES

Available upon request



