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CURRICULUM VITAE
Shamim Akhtar

S/o Abdul Gaffar

Shamim_akhtar1975@rediffmail.com
Mob: +966-571703038
Post Applied For:  Secretary 
OBJECTIVE
I am looking for permanent position to achieve excellence in performance in the field of business through experimentally rich work profile. If given a chance, I promise to serve your Organization with total integrity, honesty, dedication and professionalism.
PASSPORT DETAILS
Nationality



:
Indian

Passport No.



:
N4984147
Place of Issue



:
Riyadh (K.S.A.)
Date of Birth



:
10th July, 1975

Date of Issue



:
10-04-2016

Date of Expiry



:
09-04-2026
Educational & Technical Qualification
Educational 


:
Graduate  

Technical Qualification
:
Higher Diploma in Software Engineering

Other Qualification

:
Post Graduate Diploma in banking system 
WORKING EXPERIENCE
A) Food Product Co. K.S.A.
: Worked as Executive Secretary cum HR Executive from 17 November 1997      

                                                        to 1999.

B) Mega Carpet Co. L. L. C. U. A. E      :  Worked as HR Administrator from 13 November 2000 to 29 September 2004
C) Mattex Dubai


: Worked as a HR Coordinator from 05-October 2005 to 03- November, 2008.                       
                                                                             (Jebel Ali Free Zone
D) Al Sayegh Cont. Co. K.S.A
: Worked as a Secretary cum  HR Coordinator from August  2011  to  
                                  
                                                          to October 2013.
E) Shibh Al Jazirah Cont. co.
: Worked as a cum Secretary  HR Coordinator from 16 Nov 2013 to18                                                                                 
                                                                Nov 2016 (K.S.A.).
F) Mattex Jeddah


: Working as a Secretary from 22nd March 2017 
Profiles (A)
» Write and distribute e-mail correspondence memo, letter, SMS and direct answer tel.-calls.   
» Maintains, updates and safekeeping contact number of client, supplier and company employees. 
» Maintains and develop a filling system records, information about all e-mail tel.-call, SMS & other communication received.  
» Coordinating routine maintenance of office assets and facility.
» Handling transportation arrangement, day to day site routine activities Proper record of all business travels in an agreed format.

» Handles employee�s attendance on daily basic updates the system and reports all finding to the Superior.
» Updates overtime for customs Clerk, drivers, office boy & cleaner
» Maintains and forwarding business messages to respective employees timely and effectively.

» Handles shift entry for security roster.

» Prepare daily, weekly, monthly agenda.

» Attend meeting and keep minutes.
» All office maintains as required by staff.
» monitoring of all bills Un-interrupted running of Data cards, Telephone, Mobile Bills & Conference facility.

» Handles Routine office items purchase, making Purchase Orders

» Other related tasks.

Profiles (B)

» prepare new contract, join forms for new coming employees & assigning them as per the plans and decisions, transferring from one to another project.
» Open bank account to new employees.
» Keeping touch with personnel department for residence certificate and driving license for new employees
» Preparing training programs for the new staff and as per the request coming from the projects.

» Maintains, updates and safekeeping of personal files & passport.

» Issues salary certificates for employees whenever required

» Fix appointments for interviews

» Handles Monthly and annual reconciliation

» Maintains renewing Vehicle Insurance and Health Insurance.
» Keeping control over the contract renewing, salary increment eligibility personnel evaluating.
» Monitoring Iqama renewal, passport renewal, annual leave, sick leave & change profession.
LANGUAGES KNOWN
 English, Arabic, Hindi, Urdu.
Declaration:

I am enclosing my details CV for your perusal, with true knowledge and if you encourage my skilled in right Directions with multinational exposure. I hope to hear you call as soon as possible.

Thanking you.

          Yours Faithfully

Shamim Akhtar

