
PERSONNELDATA

Name :ShoukatKhan

Father’sName :FirdoseKhan

Nationality :Pakistani

PassportNo :NH6109767

IssueDate :23-Nov-2016

ExpiryDate :21-Nov-2026

DateofBirth :14ThDecember1981

License :AValidUAELightVehicleLicense

Religion :Muslim

MaterialStatus :Married

CurrentEmployer :AlRayum GroupofCompanies

VisaStatus :Cancelled/ImmediateAvailable.

Presentlocation :P.O.Box19603AlAinUnitedArabEmirates

HomeCountryAddress :Punjab–Pakistan

EDUCATION/QUALIFIATION

Graduatefrom UniversityofthePunjablahore-Pakistan

ComputerSkill

M/Soffice,Window,Excel2007,MSWord,c++,Internet&OracleBaseSoftware

SUMMARYOFWORKEXPERIENCE(18Years’Experience)

Having18yearsofexperienceinmultiplerolesinConstructionEngineeringIndustry

OTHERCOURSE

BasicFirstAid

BasicFireFighting

ADDITIONALSKILL:TimeKeeper&StoreKeepingExperienced

ShoukatKhanFirdose

DocumentController(Jan2003toSep2022)TotalYearsof
ExperienceinUAE18

AbuDhabiUnitedArabEmirates

Email:sknbhh@gmail.com

Whatsapp:+00971551780357/Call:0557034818

OBJECTIVES

TobeinanorganizationwhereIcannurturemyskills,talentsand
workincompetitiveenvironment,tomeetchallenges,tomakemy
serviceindispensabletothoseIworkforandIwouldliketorise
alongwiththeorganization



LANGUAGECAPABILITIES

 English(Fluent)

 Arabic(Fluent)

 Urdu(Fluent)

 Hindi(Fluent)

DUTIES&RESPONSIBILITIES

 Receivinganddatestampingofallincomingandhanddeliveredormessenger

delivered

 Organizesworkbyreadingandroutingcorrespondence,collecting

information,initiatingtelecommunications

 Maintainssiteschedulebymaintainingcalendarsforsitepersonnel;

schedulingmeeting,

 Controllingcompanyandprojectdocumentation.

 Followingandvimprovingdocumentcontrolprocedures.

 Ensuringalldocumentationmeetsformalrequirementsandrequired

standards.

 Sorting,storingandretrievingelectronicandhardcopydocumentsonbehalf

ofclientsandindustryprofessionals.

 Producingdocumentprogressreportsforseniormanagers.

 Conductingregularreviewsanddocumentaudits

 Usingcomputerstoorganiseanddistributedocumentswithinacompany

 Ensuredocumentsaresharedatkeytimestofacilitatetimelyproject

completion.

 inspectionsandinternalstaffmeeting.Preparesandsubmitsdailyattendance

reporttothemaincontractorandtothemainoffice.

 Securesinformationbycompletingdatabasebackups.

 Updateandkeepstrackoftheapproved,rejectedandresubmittedmaterials

andshop

 drawingstransmittal.Provideshistoricalreferencebyutilizingfilingand

retrievalsystems.

 Identifyingandissuingalogtoallincomingandoutgoingcorrespondence

beforeenteringitintheappropriatelogofthedocumenttrackingsystem.

 Codingallincomingandoutgoingcorrespondenceusingfilingsystem to

ensuredocumentsareproperlyplacedintheMasterFile.

 Filingofprojectdocumentsanddrawingsinconjunctionwithprojectand

corporatenamingandnumberingprocedure.

 Submittingthefollowingdocumentspunctuallyandwithquality/presentable:

 MaterialSubmittal

 Drawings(ShopDrawing&AsBuiltDrawing)

 Reports(Daily,WeeklyandMonthlyReports)



 Scanningofall-importantdocumentationandliaisingwithexternal

reprographicscompany.

 UpdatingtheMasterLog

 CustodianshipofalloriginaldocumentsinaMasterFileuntilcanbeboxedand

transferredforlongterm storage.

 Maintainallthepaperworkandmajordocumentsoftheorganizationand

makesurethattheyarekeptattheirspecifiedplace.

 Preparesandsubmitslaborcardandovertimeforthesitestaf

correspondence,materials,plans,drawingsandsubmittals.

 Complywithcompanypolicies&proceduresregardingdiscipline,health,safety

&environment,reportinganyissuesofnon-compliancetoasupervisorto

ensurethattheserviceachievesisdailyobjectives&maintainshighstandards

inallareas

 Routinely updatesandmaintainsdailyperformancerecords

 Sensitivitytoconfidentialmattersisrequired.

 PerformedallotherdutiesasassignedbyManagement.

Declaration

Iherebydeclarethattheinformationfurnishedaboveistruetothebestofmyknowledge

VeryTrulyYours,
ShoukatKhan055-1780357


