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RESUMÈ  




MUHAMMAD AWAZ BAYASHOUT 


( : +974 30757637                                                                             

 E-mail – bayashot@yahoo.com
15 years dubai experienced in operation,  office administration / personnel dept.  payroll / personnel officer, executive secretary, co-ordinator
ready to relocate  : qatar, k.s.a
	Professional Achievements and Strength


	· Managed 55000 plus diverse manpower who speak different languages, spread over multiple locations, in multiple divisions and also in multicultural environment.

· Sole Responsible for 3000 plus employees payroll.

· Introduce many cost & time saving.HR / Admin Policies & procedures.
I feel the strengths I can bring to an operation are my flexibility, good customer relation skill, quick grasp ability, enjoys meeting challenges, working long hours and the experience gained over the last 15 years in different industries. A dedicated, self-reliant and committed individual with the ability to accept challenges and work independently or as part of a team in the Personnel/ Admin & HR Department


	Career Summary


Office Manager (cleaning division)


May 2011 to June 2015 (4 Years)
H.H. facilities management- Dubai, UAE 

A LEADING FACILITIES MANAGEMENT COMPANY IN UAE.
Sr.admin. / Personnel & payroll  administrator
Sun Engineering & Contracting- Dubai, UAE
Mar’2008 to Feb’2010 ( 2 Years)
A 35 YEARS OLD ESTABLISHMENT. BUILD MANY PRESTIGIOUS PROJECTS 
IN DUBAI, SHARJAH & ABU DHABI
Sr.Personnel  Officer /  Administrator
ARABTEC CONSTRUCTION (PJSC) –dubai, uae
Jun’2004 to Jan’2008 (4 Years)
 A ONE OF THE U.A.E LARGEST & LEADING CONSTRUCTION COMPANY 
HAVING 55,000 EMPLOYEES.
Ex-Secretary Cum  Engineering Co-Ordinator
May’2002 to Mar’2003 (1 year)
ROYAL MIRAGE RESORT & SPA - DUBAI
A FIVE STAR LUXURIOUS AND MOST STYLISH HOTEL IN THE MIDDLE EAST

Office Administrator 




Mar’1998 to Apr’2002 (4 Years)
ALOQSOR TRADING L.L.C, DUBAI

 A LEADING MULTINATIONAL TRADING COMPANY, EXPORTING RAW MATERIAL FOR LUBRICANT TO SUDAN. HAVING OWN LUBRICANT PLANT IN SUDAN.
	Professional Experience


Office Manager






4 years
· REPORTING TO MANAGING DIRECTOR OF THE COMPANY.
· RESPONSIBLE FOR COMPANY DAILY OPERATION & BUSINESS DEVELOPMENT.
· INTRODUCE MANY COST & TIME SAVING.  PROCEDURES.
​​​​​​
· RESPONSIBLE FOR MOBILISATION, DEMOBILISATION OF CLEANERS

· SOLELY RESPONSIBLE FOR ALL HR / ADMIN, PAYROLL, LEAVE & FINAL SETTLEMENT FOR 170 CLEANERS & STAFF.

· CORDINATE WITH PRO FOR CLEANERS VISA & WORK PERMIT RELATED WORK.

· TAKING DISCIPLINARY ACTION SUCH AS ISSUING WARNINGS  & TERMINATIONS  AFTER CONSULTATION WITH MD.
·  MANPOWER PLANNING WITH THE COORDINATION OF FIELD STAFF & OTHER SENIOR OFFICIALS FOR THE  MANPOWER REQUIREMENTS & SUBMITTING THE SAME TO MANAGEMENT FOR FURTHER ACTION.
Sr.admin. / Personnel & payroll  administrator 



2 years
	· REPORTING TO DIRECTOR OF HR & FINANCE.
· SOLELY RESPONSIBLE  FOR 3000  PLUS  STAFF & WORKERS PAYROLL.
· RESPONSIBLE FOR MOBILISATION, DEMOBILISATION, SITE MANAGEMENT, ADMINISTRATION, FOR STAFF AND LABOURS,AS PER THE MANPOWER HISTOGRAM CHART. 

· COORDINATE WITH PERSONNEL DEPT. FOR WORKERS VISA & WORK PERMIT RENEWALS.

· PREPARING LEAVE & FINAL SETTLEMENT & FORWARDING THE SAME TO ACCOUNTS FOR PAYMENT.

· VERIFYING WAGES CARDS & TIME SHEET FOR STAFF AND LABOURS.AFTER FINALISATION FORWARDING TO DIRECTOR FOR APPROVAL AND SAME WILL FORWARD TO ACCOUNTS FOR PAYMENT..
· TAKING DISCIPLINARY ACTION SUCH AS ISSUING WARNINGS  & TERMINATIONS OF WORKERS  AFTER CONSULTATION WITH DIRECTOR.
·  MANPOWER PLANNING WITH THE COORDINATION OF PROJECT MANAGERS & OTHER SENIOR OFFICIALS 
Sr.Personnel  Officer /  Administrator



4 YEARS


	· REPORITING TO DIRECTOR OF ADMIN & HR. 

· MANAGED 55000 PLUS DIVERSE MANPOWER WHO SPEAK DIFFERENT LANGUAGES, SPREAD OVER MULTIPLE LOCATIONS, IN MULTIPLE DIVISIONS AND ALSO IN MULTICULTURAL ENVIRONMENT.

· RESPONSIBLE FOR MOBILISATION, DEMOBILISATION, SITE MANAGEMENT, ADMINISTRATION, FOR STAFF AND LABOURS,AS PER THE SITE MANPOWER REQUIREMENTS.
· KEEP TRACK OF  ABSENTEES,ABSCONDERS,ACCIDENTS, HOSPITALISED & SICK  WORKERS. 
· COORIDNATOR FOR  35 LABOUR CAMPS.

· TAKING DISCIPLINARY ACTION SUCH AS ISSUING WARNINGS & TERMINATIONS OF WORKERS  AFTER CONSULTATION WITH DIRECTOR.
· PREPARE ALL EXTERNAL AS WELL AS INTERNAL CORRESPONDENCE AND MAINTAIN FILES
· PREPARE STAFF PERFORMANCE REPORT WITH THE COORDINATION OF SECTION HEADS OR INCHARGE

· LIAISING WITH THE COMPANY'S TOP MANAGEMENT TO ASSESS COMPANY'S FUTURE STAFFING REQUIREMENTS OVER THE SHORT, MEDIUM AND LONG-TERM. 

· MAINTAIN PERSONNEL DATABASE OF THE ALLSTAFF, CONFIDENTIAL REPORTS   & OTHER RECORDS.
​
PREPARE VARIOUS PERIODICAL M.I.S REPORTS REQUIRED BY DIRECTORS



Office Administrator & Co-Ordinator Duties & Responsibilities
5 YEARS
· REPORTING TO DIRECTOR OF ENGINEERING, PROVIDE SECRETARIAL AND ADMINISTRATIVE SUPPORT TO DIRECTOR.
· ATTEND TELEPHONE CALLS FOR ROOM MAINTENANCE COMPLAINTS &  FORWARD THE SAME TO APPROPRIATE PERSONNEL SUPERVISE FOR FOLLOW UP. 
	· IN CHARGE OF ENGINEERING STORE. PREPARE DUTY ROSTER FOR ENGG. STAFF.

· PLAN , ORGANIZE & CO-ORDINATE WITH SENIOR OFFICIALS WITHIN THE HOTEL & PREPARE ACTION PLAN FOR FUNCTIONS & EVENTS AS AND WHEN REQUIRED.
· MAINTAIN PERSONNEL DATABASE OF THE ENGINEERING STAFF, CONFIDENTIAL REPORTS & OTHER RECORDS.
· CO-ORDINATE WITH HR DIRECTOR & MANAGER FOR NEW APPOINTMENTS, CASUAL LABOUR, LEAVE, TERMINATION, VISA, PASSPORT & CONTRACT RENEWAL ETC.
· KEEP TRACK OF PENDING PURCHASE REQUEST, PENDING MAINTENANCE COMPLAINTS. CARRYOUT MANUAL STOCK TAKE OF ENGG.   STORE & FORWARD THE STOCK ON HAND REPORT TO ACCOUNTS AT EACH MONTH-
· POSTING OF ENGINEERING ITEM INVOICES,  STORE ISSUES IN FIDELIO.
· HANDLED INDEPENDENTLY ALL DAY TO DAY OFFICE ROUTINE WORK, I.P.O’S, L.P.O’S, G.R.N (CONSIGNMENTS),DAILY CORRESPONDENCE, PHONE CALLS , E-MAILS AND FAXES.
· PREPARE VARIOUS PERIODICALS M.I.S REPORTS REQUIRED FOR THE BUSINESS.


	WORK EXPERIENCE IN INDIA- 1996 – 1997


	



(1)
	WORKED AS A SECRETARY TO ACCOUNT MANAGER, ASSISTANT ACCOUNTANT & DATA ENTRY OPERATOR IN MASOOD AND ASSOCIATES, HYDERABAD.   (Income tax auditors and tax consultants)


	NATURE OF WORK: 
	ENTERING DATA IN EXCEL PREPARE CLIENT LEDGER, CASH BOOK, TRADING, MANUFACTURING, PROFIT & LOSS ACCOUNT AND BALANCE SHEET.


	



(2)
	WORKED AS AN ACCOUNTS ASSISTANT CUM DATA ENTRY OPERATOR IN KHAIR UL-ULOOM HIGH SCHOOL AND JUNIOR COLLEGE FOR GIRLS. HYDERABAD, INDIA


	NATURE OF WORK:



	WORKED PART TIME AS DATA ENTRY OPERATOR. ENTERING DAILY FEES COLLECTION, STAFF SALARIES, AND DAILY EXPENSES & PETTY CASH, IN A LOCAL SOFT WARE.


	(  ACADEMIC & TECHNICAL QUALIFICATION



BACHELOR OF COMMERCE (B.COM)
: 
DISCONTINUES 
INDUSTRIAL TRAINING INSTITUTE
:
ELECTRONIC TECHNICIAN 

	(  U.A.E DRIVING LICENCE



UNDER TRAINING
	(  COMPUTER LITERATE



POST GRADUATE DIPLOMA IN 
         
:
 WINDOWS 2000, XP, MS. OFFICE 2000, FIDELIO
COMPUTER   APPLICATION (PGDCA)

 WINFAX, EXCELLENT IN INTERNET AND EMAIL
	LANGUAGES









   READ
    WRITE
   SPEAK
   TYPING
ENGLISH




EXCELLENT
EXCELLENT
EXCELLENT
EXCELLENT
ARABIC





FAIR

FAIR

FAIR

EXCELLENT

URDU / HINDI




EXCELLENT
EXCELLENT
EXCELLENT
     ---
	(   PERSONAL DETAILS


DATE OF BIRTH


:
20/06/1974
NATIONALITY


:
INDIAN

EXPECTED SALARY
:
SR:5000/- +ACC +TRNS
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15 YEARS DUBAI EXPERIENCED








