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SHAMIM ANSARI
Mobile: +974 31521515,+974 77385917
 +91 9892527262 (WhatsApp).          
E-mail: shamim.kh09@gmail.com 

CAREER OBJECTIVE:

Experience in Administrative support and managing their queries, think out of the box to create  fresh ideas and challenge and also know the office management software like MS office (MS excel and especially MS word) strong organizational skill with a problem solving attitude.
Current Company:  Energy Technical Services Qatar.

Designation:  Admin & Site clerk.
Client Location: Qatar Petroleum, Dukhan.    
Period: 23rd August 2019 to till Date. 

Work Responsibilities: 
(i) Preparing Timesheets, Vacation Plans for Overseas Employees, Request for QP Gate Access, Maintaining office records and Preparing Data for meetings and Engineers review on regular basis as required by the management & handling office stationery.
(ii) Order to material for store & prepare the record.
Previous Company:  Cape East Limited Co. Qatar.

Designation:  Admin Assistant & Site clerk.
Client Location: Dolphin Energy Ras-Laffan Qatar.    
Period: 2nd of February 2017 to 2nd of May 2017. 

Work Responsibilities: 
(i) Preparing Timesheets, Vacation Plans for Overseas Employees, Issuing Gate Access, Maintaining office records and Preparing Data for meetings and Supervisor’s review on regular basis as required by the management & handling office stationery.
(ii) Order to material for store & prepare the record.
Previous Company: Hadi Hamad Al-Hammam Est. Ras-Tanura, KSA

Designation: Administrator and Office Clerk
Client Location: Saudi Aramco, KSA    
Period: Jun 2014 to July 2016.
Work Responsibilities: Preparing Timesheets, Flight Bookings, Vacation Plans for Overseas Employees, Issuing Gate Access, Maintaining office records and Preparing Data for meetings and Supervisor’s review on regular basis as required by the management & handling office stationery. 
Previous Company:  Azam Rubber Products Ltd. GIDA – Gorakhpur 
Designation: Store Keeper (Stores & Purchase Dept.)
Site: Gorakhpur, Uttar Pradesh (India) 
Period: Aug 2011 to Dec. 2013
Work Responsibilities:
(i)   Store keeping with proper control of records and keeping and Maintenance,
(ii)  Responsible for receipt & issue of materials,
(iii) Proper checking of consignment as per bill/invoice and other necessary documents related to the consignment etc.
(iv) Creating Purchases Order.
(v)  Coordinate with internal departments for issuing of requested materials.
(vi) Preparing the Daily Status Report for all Departments.
Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; and to track damages and discrepancies for received material.
Previous Company:  Reliance Communication Ltd. Luck now, India
Designation: Sales officer (Broadband)
Site: Lucknow (India)
Period: Nov. 2010 to Jun. 2011
Work Responsibilities: 
(i) Handling sales of Broadband and Landline connections.
(ii) Having regular follow-up of customer accounts.
(iii) Looking after the sales of Broadband & Landline products in Lucknow.
(iv) Ensuring the customer satisfaction level up to the mark.
EDUCATIONAL QUALIFICATION:
(i)  Passed Graduation from Gorakhpur University, India.
(ii) Passed Intermediate from Turkpati inter college Kushinagar.
(iii) Passed High school from MSI inter college Gorakhpur.
COMPUTER KNOWLEDGE:
Platform: Windows 98,2000,07, 08 & 10. Tally 9.2(ERP.9), MS-Office applications.
 PERSONAL DETAILS:
  Father’s name         
   
:
Nasuruddin Ansari
  Date of Birth              
:
18/07/1992.          
  Passport Details          
: 
Z-4178429 vailid till 2028.        
  Nationality

   
: 
Indian. 
  Marital status             
: 
Married.
  Languages known
   
: 
English, Hindi & Urdu.
  Religion                      
: 
Muslim.
  Permanent address      
: 
Kushinagar, Uttar Pradesh (India).
DECLARATION: I hereby declare that the above said information is true to the best of my knowledge.
Date: ………………………
 Place: …………………….                                                        Shamim Ansari





















