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__________________________________________________________________________________


Summary
	To work in a multidimensional way, as a Management group leader or a group member by best utilization of my knowledge, experience and Skills for the achievement of the higher goal of an organization and Personal Growth professionally & Personally.




_________________________________________________________________________________Highlights 
	       Administrative                  Transport                      Head Coordinator
      Representative                  In charge                    Junior Accountant


___________________________________________________________________________

Experience 
· Development Company for Road Works (previously known (Solid General Construction)- Qatar 
 PMV HEAD COORDINATOR (Garage, Transport & Camp) May 2013 to Current
Promotions & Achievements 
· Admin Officer from 11/10/2015 to 05/06/2018.
· PMV Secretary from 20/05/2014 to 10/10/2015.
· Store Keeper & Office Assistant for Workshop from 14/05/2013 to 19/05/2014.
· Internal Auditor Training Course (Integrated & Management System) Oct 2014- ISO 14001:2004 & OHSAS 18001:2007.

Duties & Responsibilities 

· Managed of all Company & Rental fleets (more than 500 on rush duty hours).
· Managed of all company small, power tools & surveying machines.
· managing and guiding the Workshop department in day to day activities.
· Co- ordinate with projects teams to provide all logistic support in terms of machinery and equipment, manpower, small tools and fuel supply.
· Keeping safety materials inventory register.
· Manage and co-ordinate the demobilization of Project Plant, spare parts and   miscellaneous service equipment.
· Ensure all records/catalogues related to equipment and machineries are maintained properly in the respective section for immediate reference.
· Rental agreement for machines.
· Negotiation with suppliers and transporters.
· Dealing & coordinate with Ashghal & government authorities for different issues.
· Co- ordinate with HR Department regarding labors related issues.
· Manage emergency accommodation placements.
· Monitoring the daily fuel consumption by all sites and locations with daily reports.

Acting Transport Manager

· [bookmark: _GoBack]In charge of the day to day operations of the transport department.
· Dealing with suppliers regarding the mobilization & demobilization of equipment to site.
· Examination schedules, driving licenses and work permits of employees.
· Maintain the records of equipment and vehicles (driver’s licenses & third-party certificate).
· To approve and follow up the daily fuels orders with providers and ensure keeping the minimum stock.
· Conducting and supervising day by day vehicles operations.
· Allocate the vehicles upon the demand of sites.
· Arranging the drivers & the operators for the upcoming projects.
· Finalizing & tracking the vacation schedule of drivers and department staff.
· Obtain & maintain vehicles licenses and registrations.
· Solving drivers, operators & employee’s issues.
· Filling & maintain all records & accident reports & violations details accordingly.
· Monitoring time cards and day sheet of equipment & operators.
· Plan & Coordinate the transportation of materials from crushers to sites.

Office Administrator 

· Oversee and administers the day to day activities of the office.
· Mange supply inventory.
· Drafted correspondence and records messages. 
· Filed complete documents and retrieve information as need.
· In charge of handling petty cash and important documents like license and other documents for office use.
· Prepare purchasing order, material requisition and office Memos.
· Prepare Registration and Insurances documentations for the vehicles &equipment.
· Preparation of Government & traffic department Forms.
· Enroll & extract the daily/monthly attendance reports by using fingerprint attendance system.
· Prepare the daily/weekly/monthly and yearly report for maintenance costing reports, daily/monthly/yearly fuel consumption, stock movements report and special reports for management for decision taking.

· Modern Building Materials Trading & Contracting- Qatar
Junior Accountant                                                               from May 2012 to May 2013
· Prepare cheques for payment of payable and disbursements.
· Payroll.
· Collection officer.
· Assist with account receivable and payable work load.
· General filling.
__________________________________________________________________________________________
Education
Bachelor of Commerce May 2011
Zagazig University, Egypt
__________________________________________________________________________________________

Skills
Win Word, Excel, and Access, internet, computerized accounting (Delta & Focus)
__________________________________________________________________________________________
Language
Arabic     : writing and speaking
English     : writing and speaking
__________________________________________________________________________________________
Personal Information
Date of birth: 03/10/1987
Nationality: Egyptian
Marital Status: Married
Holds a valid Qatari Driving License.

