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Lead Administration 			Add: SS-17 Defense View Phase II Khi
				Contact: +923326865632  +923002622326

PROFILE
Lead Administration with progressively responsible experience supporting multiple professionals. Strong organizational skills and an ability to manage multiple competing priorities and projects, Shutdowns. Performs well with a variety of disciplines while remaining effective in a high-volume start-up environment with demanding workloads. Efficient, accuracy-driven Admin Executive successful at delivering key clerical support to internal teams, customers, vendors, and other stakeholders. Demonstrated success in analytical problem solving and boosting operational efficiency. Bringing 08 years of superior performance in related roles.

Total Experience 12 Years Constitution and Oil Gas 

EDUCATION
Mar 2006 - Nov 2008	Bachelors of Science, Shah Abdul Latif University

EXPERIENCE
Sep 2017 – Jan-2023	Administration and Procurement Officee 

· To maintain effective administration at site. 
· To maintain SAP (HCM Module) salary, reports etc To work Excel, drafting emails.
· Conduct Safety meetings on a regular and maintenance of requisite driver training and attendance records, Log book.
· To maintain a healthy working environment through good housekeeping and other measures in line with the company’s HSE policy.
· To manage daily transport operations, staff picks & drop services, and to review incident/ crisis management with effectiveness.
· To maintain furniture/fixtures in good condition and looks after the maintenance of project site facilities. To maintain office & camp. To maintain the Labour Management canteen.
· Mobilization and demobilization for annual shutdown & mini outages of manpower supply.
· Invoices preparation & submission for manpower supply. Look after time office and coordinates cost center wise allocation.
· Updating & maintain Leave record for all management and non-management staff.
· Ability to work on both site filed & Head office.
· Travel arrangements for designated Staff & delegations with in or out of country
· Monitoring & Control of company & Rental  vehicles, logbooks etc.
· To maintain effective security arrangement of company’s and personal properties at site and camps. Accountable to create a safe working environment, manage risks and ensure implementation of QHSE policy.
· To maintains cordial relations with Labor municipality Departments. To maintain & deposit of EOBI-SESSI at site with regard to workers contribution and to apply and get their benefits cards from the concerned institutions.
· Analytical thinking Problem-Solving Team Leadership Tolerant & Flexible Organization & Prioritization Strong Communication Accomplishments Used Microsoft Excel to develop inventory tracking spreadsheets Supervised team of Approx.40 staff members.
· Planned and executed events for employees and clients and managed logistics and vendor relations.
· Maintained protocol throughout routine workdays and special events.
· Delivered top-notch administrative support to office staff, promoting excellence in office operations.
· Maintain budgets for administrative functions, and monitor and report on expenses. 
· Primarily responsible for procurement of services including research surveys, training courses, direct marketing campaigns, media, and advertising services, designing services, consultancies.
· Dealing with the venders and to make all the procurement processes as per organization policy.
· To maintain all the office and vendor’s records.
· Arrange logistics for meetings, seminars, workshops, roundtables, and trips (hotel, flights, etc.
March 2016 - Aug 2017	Admin Officer, Doosan Babcock, Abu Dhabhi

· Coordination and maintain Gasco Habshan Complex daily Strength report Time Management Prepare Attendance ADNOC GAS Processing Gasco Complex
· Prepare Attendance ADNOC GAS Processing Gasco Complex
· Coordination and maintain Gasco Complex daily Strength report
· Manage and maintained Transportation for maintenance of Verifying Invoices fornvoices of Vehicles
· Handling of air Tickets. Prepare petty cash adjustments and submit them to the refinance department
· Camps coordination and audits with checklist as per ADNOC processors
· Coordination with All suppliers as per requirement (Vehicles, Camps)
· Maintained daily reports and advised executive leaders in decision- making processes. Prepare Attendance ADNOC GAS Processing Gasco Complex
· Managed daily payment processing and drafted related financial documents.
· Produced detailed reports to track trends and keep senior management informed.
· Travel arrangements for designated Staff & delegations with in or out of country
· Monitoring & Control of Own & Rental vehicles, logbooks etc.

Jan 2012 - Feb 2016	Admin Assistant, Descon Eng Ltd

· Basic Computer Applications/Net Surfing/ Communications
· ORACLE/ GDMS (Time Booking / Reports/ Memo's) Replacing to In-charge Time Office
· Recorded expenses and maintain accounting records in GDMS
· Answered telephone calls to field inquiries from clients, vendors and various other callers seeking information Opened and properly distributed incoming mail to promote quicker response to client inquiries

SKILLS
Documentation and control (SAP)
Policy and procedure modification Relationship building Arrangement and control of
manpower (planned vs. Actual) for short term/long term period.
Arrangement of accommodation/ boarding & lodging/ transportation on foot war basis

Interviews for new talent hunt Time Management


Reference:
 Capt Muhammad Shoaib  Country Admin Manager 03004009859
 Clonal Syed Rizwan Rizvi Ex Country Manger 03335060051
Major Zaheer (EPCL) Manager Secuirty and Admin 03427591781
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