CURRICULUM – VITAE


SALEEM AHMAD QADRI
Karam Bakhsh House
Street No 3 Mohalla Qadirabad	[image: ]
Jandiallah Road Shekhupura
Punjab Pakistan

Contact No KSA: +966593100595, 0539329217
Contact No PAK: +92-3216792126, 03004094517
E-mail: ahmad_517@yahoo.com
Skype ID: ahmad.soulmate

	POST APPLIED FOR



[bookmark: _GoBack]Administrator & Management (Manager)
OBJECTIVES


Seeking a Challenging position in Administration, Management with the opportunity for growth and eager to work and progress in your esteemed organization, where my experience, training experience meet the required position, I am an experienced Administration, Management and I am always ready to face the challenging task.
PERSONAL DETAILS



      Name				:	SALEEM AHMAD QADRI
Father’s Name			:	MUHAMMAD RASHEED
Gender				:	Male
Date of Birth			:	06 Aug, 1989
Nationality			:	Pakistani
Religion				:	Islam
Marital Status			:	Unmarried
      Language Known		:	English, Arabic, Urdu & Punjabi      

PASSPORT DETAILS



· Passport No. 		:	BE4429372
· Date of Issue			:	31 Jan, 2012
· Date of Expiry		:	27 Jan, 2027
· Place of Issue		:	Lahore, Pakistan
                                              									   



Cont, d
ACADEMIC QUALIFICATION

· Passed Matriculation from BISE, Lahore in 2007 with 2nd Div.

· Allama Iqbal Open University, Islamabad  
B.A	 Mass Communication		(2017)	
· Punjab University, Lahore  
B.A	 Arts					(2011)	
· Board of Intermediate & Secondary Education, Lahore  
Intermediate	 Arts				(2009)
· Board of Intermediate & Secondary Education, Lahore
Matriculation  Arts 			(2007)

TECHNICAL QUALIFICATION


· Vocational Training Institute, Sheikhupura
Computer 	 Software				(2009)
14th Months Diploma in Computer Application & Database Management System

· Vocational Training Institute, Sheikhupura
Matriculation  Hardware				(2010)
14th Months Diploma in Computer Hardware
INTERNSHIP/ TRAINING 

		

· Two month practical training as an Office Administration & Maintain of database management from Vocational training institute in Federal Board of Revenue, Sheikhupura Pakistan.

· Two month practical training as a Computer Technician & Hardware Repairing from Vocational training institute in Oxford International College Sheikhupura Pakistan.
COMPUTER KNOWLEDGE 


· Knowledge of computer application MS-Office (Ms-Word, Ms-Excel, Ms-PowerPoint, Ms-Access, Networking, ERP, Computer Repairing, Tally 3.2 & Outlook Express, etc) Internet and Its Applications
WORKING EXPERIENCE

	

· Two year work experience as “Computer/Data Entry Operator” in Nimir Chemical Pvt Ltd, Sheikhupura Pakistan.

· One year work experience as “Admin Assistant/Front Desk Officer” In Spin cot Textile PVT Ltd Sheikhupura, Pakistan.

· Three year work experience as a Junior Patrolling Officer and working as Assistant Admin in Punjab Highway Patrolling Police                                          Lahore Region, Sheikhupura, Pakistan.

· Three Month work experience as (FO) Field Officer in ICI Pakistan limited Sheikhupura region, Pakistan.

· Currently working as Admin Officer / Project Coordinator Abdullah A.M Al Khodari Sons Co. CCPHB Contract 13024 Hafar Al Batin Saudi Arabia since April, 2014							

								  Cont, d
 
OTHER SKILLS
 
 

· Operate all kind of android or Windows (XP-7/8) application.
· Internet user, E-Mail composer, Downloading Software, Yahoo, Gmail etc. 
· Operate all kind of software and application.

[image: ]
· Ensure the proper documentation in accordance to files.
· Updating employees’ master list.
· Keep records all relating data with project and its resources.
· Ensure the Iqama and passport renewal on time.
· Preparing Iqama and passport receiving report accordingly. 
· Handling data base of more than 1500 manpower & their issues.
· Monitors and reports on employee attendance (at work, on leave raining, sick leave and absenteeism).
· Ensure workers' attendance and overtime in proper way.
· Preparing monthly salary summary sheet for payrolls.
· Ensure the salary distribution on time accordingly.
· Memo preparation for internal & external use.
· Preparing job request for Saudi employees and finish its complete process.
· Ensure the contract letters for new joiner as per company policy.
· Co-ordination between management and line staffs.
· Look after vacation and exit (resignation & termination) procedures. 
· Ensure the air tickets for vacation and exit staffs accordingly.
· Ensure the rejoining formalities those who back after vacation.
· Look after mobilization with in different Al Khodari projects. 
· Ensure the sufficient stationary and its distribution accordingly.
· Look after tracking records of absconded employees and memo circulate accordingly.
· Look after all kind of deductions & penalties as per company policy. 
· Handling outlook mail for all official communication. 
· Look after escalation by staffs and make it resolve in convenient manner.
· Coordinating with company government relationship officer if any legal problem comes.
· Ensure that statutory deduction for particularly local employees.
· Ensure the Monthly Overtime as per work requirement and limit.
· Giving feedback to project manager employee yearly evaluation period.
· Giving training new admin officer and data entry operators.
· If anyone going to do resignation without contract complete explaining company allowance and benefits after contract finish.
· Collecting feedback from employees about company and which area needs to implement. 
· Maintaining and updating data daily in oracle system and prolog.
· Issuing transfer memo any employee transfer to another Project.
· Windows & software installations.
· Networking.
· Hardware problem diagnose & repairing fault.

ACHIEVEMENTS/AWARDS


· Certified from Punjab Highway Patrolling Police CC3 for the Best performance of the year 2011.(PAK)
· Having corporate QHSE certified from Abdullah A.M. Al Khodari Sons Co 2014. (KSA)


DECLARATION


I do hereby declare that all the information given above is very true to the best of my knowledge and believe. I hope you will consider on my CV favorably and call me for an interview with the delegates and give an opportunity to prove my qualities.

Thanking You								Yours faithfully
                                                                                                                   
Date:	 19-Mar-19							    SALEEM AHMAD QADRI
Place:	 Saudi Arabia
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