CURRICULUM VITAE  

Abdul Latheef

Current Location: Doha – Qatar

Email: alatheeftt@gmail.com 

Mobile: +974 31257051

9 years of progressively responsible experience in multi-discipline construction projects, Oil and Gas Administrative works as variety of fields, mainly worked as a Logistic coordinator in the field of oil and gas industries. For our client Qatar Petroleum in offshore Tank works T-5051, T-5052, PRO and Administrative Officer in Qatar.

MAJOR EXPERIENCE (2006-2015)

· Public Relation Officer (PRO) at Petroserv Limited – Doha – Qatar

· HR Assistant at Petroserv Limited.  Doha -Qatar 

· Executive Secretary at Petroserv Ltd.  Doha - Qatar

· Document Controller at Petroserv Limited

· Teacher for Literature at Calicut.  Kerala - India

· Logistic Coordinator at Petroserv Ltd Oil and Gas Division. Doha Qatar 

· Administrator cum PRO in Beladyia Transporting. Doha- Qatar

ACADEMIC QUALIFICATION

· B.A Literature University of Calicut

· Preliminary Course – Calicut University

· Literature English and Arabic Language at Rahmaniya  College - Kerala

· Diploma in Computer Applications (Microsoft tool- Word, Excel, Outlook and Internet) at Rahmaniya  College Calicut - Kerala

· Diploma in Typewriting English and Arabic at Katameri – Kerala – India
· Arabic Language and Islamic Studies from Rahmaniya Arabic College – Katameri - India
PROFESSIONAL SKILLS – PRO (2010-2013)

· Coordinate and assistant for variety of works in Government department.

· Prepare the Document and submit related to Government Authorities.

· Coordinate with Visa Application, Position Change, And Family Visa applications

· Submission and Clearance of documents related Qatar Chamber and Foreign affairs.

· Arrange the Medical test for the staff and labors from Medical Commission

· Arrange the Finger Print from CID for Visa process

· Certificate Attestation from Concerned department

· Assistant and coordinate to variety of works in Traffic department

· Assistant and coordinate for necessary documents in Police department

· Arrange  Health cards and Insurance claims

· Coordinate and Assistant for submitting the documents in labor department

· Typing Documents and Preparing letters in Arabic

· Update the details in Microsoft office tool (excel, word)

LOGISTIC COORDINATOR (2013)

· Arrange the Security passes, for offshore and onshore (Halul, RLC).

· Coordinate the mobilization of manpower and update the status.

· Arrange the Third party certificates and client QP HSE clearance certificates for materials and equipment’s.

· Arrange and coordinate with training (H2S and HUET).

· Supervision of store activities like material receiving, issuing and stocking.

· Excellent Co-ordination with coworkers and project management.

· Arrange the escort permit for heavy material inside the RLIC

· Making of store request, purchase indent.

· Maintaining document of quality control and records.

· Coordinate and follow up the Material Delivery

· Managing all type of loading and offloading

· Verify physical condition of the materials returned, Record and Report.

· Process and arrange for delivery of products to the requester.

· Ensure that an effective and efficient Quality/HSE Management System is established, Implemented and maintained in the Field to achieve these objectives.

· Communicate with client and concerned department through telephone and mail.

Job Experience
: 8 + years

PERSONAL PROFILE
Name



:
Abdul Latheef

Sex



:
Male

D.O.B



:
02-05-1980


Languages Known

:
English, Arabic, Hindi and Malayalam

Holding Driving License
:
Qatar, India


Passport No


:
L4551844

Validity


:
18-05-2024

I do hereby declare that the particulars given above are true to the best of my knowledge and belief.

Place
: Doha

Date
: 20-02-2019
