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Mohammed Masroor Ahmed
Project’s & Architecture Coordinator
Mobile Number: +966 566 1425 12
E-mail: masroor012@gmail.com

OBJECTIVE:
To seek challenging assignment and responsibility with an opportunity for growth and career advancement as a successful achievement. Hard working with full determination and dedication to achieve organizational as well as personal goals.

KEY KNOWLEDGE:

As Project Coordinator & Architecture Coordinator with 12+ years of experience in Retail & Construction Business. 
General: 

· Assists the Project Manager in all phases and aspects of the project. 

· Supports Field Staff. 

· Follow the Companies Best Practices.
· Cost Reducing Methods Implementations.
· Implementing and observing Time Management to overcome delay in Projects.    

Duties & Responsibilities as Architecture Coordinator: 
· Review Client, Consultant contract and become familiar with their terms & conditions.

· Ability to analyze drawings and specifications to become completely familiar with the project. Identifying long lead times and critical path items in ongoing Projects.

· Ensure that proper tools are in place prior to the beginning of a project.
· Prepare and assist with pre-installation meetings.
· Complete sub evaluations/comparisons of bids, scope review, and complete buyout as instructed by PM. 
· Work to obtain all necessary permits as requested by the PM. 
· Develop a project submittal log and obtain designer’s approval. 
· Inventory management including all aspects of shipping, receiving, invoicing, billing and purchase order issuance.
· Follow up on collection of all non-received documents and escalate any issues to the PM.

· Draft, submit, and track all RFI’s and distribute to all team members as appropriate. 
· Pursue and monitor submittals and track deliveries of materials. Verify all submittal conformity to plans & specifications. 
· Review drawings with PM and Superintendent. Collect subcontractor changes for review by the PM. 
· Complete quantity take-offs as requested by estimating and PM, Review and code invoices. Check for accuracy and compare to cost to complete forecast.

· Generate invoices for clients based on services rendered and in coordination with the Project Manager.
· Distribute all punch list and the follow-up as necessary to ensure timely completion of punch list work.
Duties & Responsibilities as Architecture Coordinator.
· Involved in the design and construction of Buildings, Restaurants and Stores. 

· Compiling data for architectural plans, specifications, cost estimates, reports etc. 

· Preparing layouts, drawings and preliminary sketches.

· Preparing Design Drawings and Detail Drawings IFC (Issued for Construction) Drawings.

· Preparing of Shop Drawings for Residential and Commercial Building.

· Preparing as Built Drawings after Construction.

· Coordinating with Mechanical and Electrical Department and prepare coordination drawings.

· Preparing Schedules for Material, mentioning all other required details.

· Providing clear and unambiguous direction to members of the project team. 

· Writing Reports, Site Visits and small-scale Project Management. 

· Preparing sub-contractor order documentation. 

· Developing & sustaining working relationships with private & public sector partners. 

· Visiting sites and build relationships with site managers. 

· Liaising with sub-contractors to ensure compliance with order documentation. 

· Coordinating with consultant regarding Design Details discussion.

· Coordinating with consultant regarding approval of design.

· Explaining the details drawings to the sub-contractors for easy construction.

· Experienced in all areas of office operations while providing administrative support to high level management.

Other Key Knowledge.
· Excellent interpersonal skills and able to work independently as well as part of an effective team.

· Work to obtain all necessary permits as requested by the PM.

· Prepare and verify required Architecture Drawings and coordinate accordingly for all approvals as required to start the construction.
· Maintains confidentiality, performs due diligence during project operation and manages time sensitive documents.
· Professional team player with integrity and consistent reliability.
· Experienced in all areas of office operations while providing administrative support to high level management.

· Very proficient in Office with strong communication skills.
WORK EXPERIENCE / IN SAUDI ARABIA:
1.) Sept 2019 TO Till Date.
      Company             :        Comatec Al. Rasheed
      Designation 
   :        Project’s Coordinator.
2.) Feb 2017 TO Aug 2019.
Company    
:        CRCC (China Railway Construction. ltd.)
Designation 
:        Architecture Coordinator.
3.) JUNE 2012 TO JUNE 2017.
Company    
:         FAWAZ AL HOKAIR FASHION RETAIL
Designation 
:         Project’s Coordinator.
4.) MARCH 2009 TO JUNE 2012.
Company    

:        Sulaiman Abdul Aziz Al-Rajhi. 
Designation

:         Architecture Designer.
WORK EXPERIENCE / IN INDIA:

1.) JUNE 2005 TO DEC 2008
Project
               
Strengthening & Widening of NH-2, 2/4 Laning, Package IV – C,
Client                 
     
NATONAL HIGHWAY AUTHORITY OF INDIA

Consultant     
 
LEA International Limited (In Association with LASA). 

Designation     
          Quantity Surveyor.
EDUCATIONAL QUALIFICATION: 

· Diploma in Civil Engineering from State Board of Technical Education and Training A.P Hyd, in April 2005.

· SSC Board of Secondary Education Andhra Pradesh in April 2002.

Professional Qualifications:
    Auto-Cad
     Automatic-Computer Aided Design

    PGDCA
     Post Graduation Diploma in Computer Application. 

STRENGTHS:

· Decision making and acts with the Company’s long term interest in mind.
· Acts with integrity, maintaining the highest ethical standards.
· Flexible and changes quickly based on the company’s changing needs.

· Works cooperatively with others toward accomplishment of a shared goal as opposed to working separately or competitively.
· Knows when to lead and when to follow.
PERSONAL DETAILS:
Name                                      Mohammed Masroor Ahmed.

Iqama Status
       
  
  Transferable.

Date of Birth                  
  June 09, 1987

Marital Status                         Married

Nationality                               Indian

Declaration: I hereby declare that the above written particulars are true to the best of my knowledge and belief.
MD Masroor Ahmed
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