





Imran Khan


I'm submitting a letter to express my strong desire to be considered for the position of camp manager. I fully believe I'm qualified to fill the position and make great contributions to encourage the growth of organization. A brief review of my career working experience will reveal what I can contribute to: 

[bookmark: _gjdgxs]As you can note from the enclosed resume, I am a good communicator and possess excellent communication skills and quick in following instructions. I had been worked as a Facilities Officer cum Catering Manager in Belhasa Six Construct project. I had worked as a Catering Camp Boss in Saipem Aramco project since Jan-2017 to December 2017 and in ma’aden phosphate project from Jun-2016 up to December 2016. Also worked as camp boss in Oil & gas field for GASCO (ASAB) project from 2012 up to 2015. There I am responsible for all the work assigned by Project manager such as Managing front desk ,staffs, documentation, Man-days, Occupancy Summary, meeting Arrangement, compilation and maintenance of all kinds of records, basic accounting, record-keeping and organization functions, and making schedules. During my previous career with  Trans guard Group, Dubai project since 2007-2011 as Senior Front Desk & Cooperative Society, (Mishref, Kuwait) I involved for the all the work related to Sales & Marketing like contract, accounting, client meeting, marketing, etc.…

Furthermore, I am highly skilled in supervising and monitoring all the people involved in the process, Effective trainer and a good listener.
As an enthusiastic applicant, I am eager to work for your organization and would appreciate the opportunity to interview with you at your earliest convenience.                                                          Please contact me at 00918281769593, 00917909182360 or send me an email me at   imranlistenhere@gmail.com 

Thank you for your time and consideration.
 Sincerely,
Imran Khan
Contact No-00971565066546
Watsapp 0097334006026





Curriculum Vitae

Name               :   Imran Khan
Email                :   imranlistenhere@gmail.com
[bookmark: _30j0zll]Contact No      :   +971565066546

OBJECTIVE
To get associated with a progressive organization with better growth prospects, prove my capability, utilizing my educational knowledge, both theoretically and practically sharpens my skills to excel in my field of expertise .Seeking a position to utilize my skills and abilities in this industry that offers professional growth while being resourceful, innovative and flexible.


WORK EXPERIENCE IN KINGDOM OF BAHRAIN
SPECIAL TECHNICAL SERVICES (STS) (DEC 2019-UPTODATE)
Position:  CAMP HR ADMIN CUM WELFARE OFFICER- BAPCO (Oil Field) 

Responsible for the establishment, maintenance, discipline, welfare, recreation facilities, safety and security of staff, labor camps, HO, family accommodations – internal & external, offices, showrooms.
Oversee procedure of leasing accommodation to senior staff, junior staff & Tradesmen at various locations in the most cost-effective manner and with an objective to meet any specific requests Management.
Over all control of mess purchase system and approve the requisitions and LPOs in JDE and manual checking and review of cost comparison
Ensure arrangement of contract with suppliers for all food items with day-to-day price negotiations
Responsible for negotiation and finalization of agreements and their renewal, maintenance, termination, etc.
Guide and align closely with accommodation managers and Administrators and all camp bosses on accommodation and day-to-day functioning in running their respective camps.
Review and submittal of layout plans for new constructions and extension of labor accommodation premises for management approval and supervise construction of new accommodations
Oversee all kinds of maintenance in camps, family accommodations, offices, to ensure that all is functioning well.
Arrangements of works related to cleaning, MEP maintenance, landscaping and security, pest control services and EWA connections.
Perform all activities in compliance with the Company Health, Safety & Environmental Management System (HSEMS) and the assigned specific responsibilities and comply with and implement the local laws and client requirements related to Health, Safety and Environmental aspects at workplace as per the bestowed authority and responsibility
Any other adhoc administrative duty as requested by the Line Manager or Management staff.
To schedule activities (cultural programs, sports & games) as part of residents welfare in camps / family accommodations.
Participation in Sustainability week by arranging activities in all camps.

The Workers’ Welfare Standards (WWS), are a set of mandatory requirements developed to ensure the health, safety and wellbeing of workers across the project. They are applicable and enforced for all contractors and Other Contracting Parties (OCPs) working in the construction and training sites. The WWS have been extended to other services associated with the project such as hospitality, security and logistics, ensuring that all workers involved in delivering have the same high levels of protection.
These standards are further bolstered by the day-to-day responsibilities that our team undertakes:

Continuously developing effective compliance and enforcement mechanisms for the Workers' Welfare Standards
Overseeing all our workers' health & safety
Engaging training and research to inform policy and decision-making
Developing and managing workers' welfare databases and reporting tools

WORK EXPERIENCE IN INDIA
 (APRIL 2019-NOVEMBER-2019)
Position:  CUSTOMER SERVICE EXECUTIVE- CALICUT, INDIA 

WORK EXPERIENCE IN UNITED ARAB EMIRATES
BELHASA SIX CONSTRUCT (JAN 2018-FEB 2019)
Position:  FACIILITIES OFFICER, CUM CATERING INCHARGE.
Job Description
Manage all maintenance works being performed by maintenance personnel, service contractors and sub-contractors.
• Preparation of, and adherence to the preventative maintenance plans towards property maintenance and maintenance of plant and equipment.
• Assist retailers/tenants with problems such as air-conditioning and safety complaints
• Monitor maintenance staff performance.
• Maintain landscaping and the outdoor board walk to a presentable standard at all times.
• Extend support to the Marina operations on high side requirements if any.
Cleaning
• Periodic inspection and review of the cleaning contractor’s works to ensure the works are being performed as per the contract specifications.
• Conduct routine cleaning inspections/audit of the centre and the outdoor board walk area.
• Perform quarterly review of the KPIs and the SLA with the cleaning contractors
Security
• Manage the overall security requirements of the centre
• Review and modify security procedures to meet any changes in issues/trends as required within budgetary allowances.
• Maintain a comprehensive master key system for the centre
• Liaise with the Police Services and Civil Defence Authorities on security issues if required.
• Liaise with retailers/tenants on any security related matters.
Energy Management
• Review on a regular basis, plant and equipment & lighting schedules to ensure efficient energy consumption standards
Crisis Management
• Ensure that the security staff and the key personnel of Emergency Response
• Team are trained to recognize and respond by following the appropriate protocols towards any crisis and emergency
• Conduct regular evacuation & emergency drills in conjunction with Civil Defence & Police regulations.
Health & Safety
• Ensure all on site staff, maintenance personnel, contractors and sub-contractors meet the relevant Health and Safety requirements under the Federal Law No.8-1980 & AD Executive Council Decree 42-2009 prior to commencing and during any works being performed.
1. Responsible for operational activities in the camp ensuring the daily good management of the location. 
2. Carry out the daily, weekly and monthly duties as laid out by the Company.
3. Fill and keep record of administrative forms in accordance with the Company rules. 
4. Manage the team of staff working at the camp and increase his motivation
5. Keep a record and recap of the weekly menu agreed with the Client, duly signed by the Client and Camp Boss and sent to the main office, with all documents.
6. Fill the Local staff Time sheet and attendance register.
7. Responsible for the effective cleaning of the kitchen and all its corresponding areas, the dining area and stores, in accordance with the food Hygiene and Safety rules. 
8. Supervise the preparation of all meals and ensure that menus established are being adhered to. 
9. Ensure that all food, products and merchandise are in conformity with the Company standards. 10. Ensure that a delicate part of the fridge is dedicated to sample foods which must be kept for 72 hrs in accordance with the Company procedure. 
11. Ensure that all staff, Local and Expatriates, wear PPE, clean uniforms at all times and that the food handling staff wear disposable hand gloves and hats at all times, not only during service. 
12. Ensure that the housekeeping of the accommodation should be carried out in line with reviewed standards, every day and whenever required. 
13. Ensure that the laundry schedule is carried out accordingly, instructing the Local staff on how to use the various cleaning products and regularly on a daily basis, draw to their attention the safety procedures during use. 
14. Carry out regular inspections of the accommodation, common areas, dining area, stores (dry and cold rooms) in order to ensure that cleaning and maintenance work have been carried out in accordance with Company and CLIENT rules. 
15. It is compulsory to be always present on the food line during the meal service as this is an essential element of your duty.

Transport
Supervise and evaluate all transportation systems of the Company.
Create, implement, and revise an annual budget for transportation department expenditures.
Prepare long-range budget planning for equipment replacement (also shops and sells excess surplus)
Adhere to company policies regarding purchasing procedures.
Provide long-range planning for transportation department.
Participate in the development of time and cost estimates for major vehicle repairs.
Determine the appropriateness of vehicle service requests and authorize work to be completed.
Oversee purchases of repair parts and department supplies.
Establish standards of maintenance and preventative maintenance for district vehicles.
Maintain all necessary maintenance records for company vehicles.
Ensure that standards consistent with all applicable laws and regulations are maintained.
Manage compliance of all safety regulations governing pupil transportation.
Inspect all district vehicles on a regular basis to determine that high standards of cleanliness, safety, and security are maintained.
Recruit, train, and supervise all bus drivers.
Make fog calls and contact corresponding agencies, as appropriate.
Provide bus driver training to all bus drivers, in-service, renewal, and original training.
Maintain driver’s records, schedule DOT physicals, and renewal appointments.
Check driver logs and mileage sheets, also maintain end of the year mileage reports.
Supervise the work of the bus mechanic, automobile mechanic, vehicle service technician, transportation dispatcher, and other transportation personnel as assigned.
Provide in-service training programs for assigned personnel.
Schedule, allot time, and assign driver personnel for all student transportation within the district.
Design and periodically revise bus schedules and routes according to fluctuations in the number of passengers.
Maintain transportation records and prepares reports.
Responsible for the submission of grant applications and compliance reports.
Responsible for managing all required inspections and reporting functions including, but not limited to, CHP motor carrier inspections, monthly underground storage tank (UST) inspections and government fleet smog check program.
Respond to and investigate accidents involving company vehicles.
Respond to and investigate complaints regarding district vehicles and student transportation.
Schedule and organize rental vehicles and charter busses in support of district activities.
Investigate and effectively resolve employee conduct problems in the work place.
Perform other duties as assigned.



WORK EXPERIENCE IN KINGDOM OF SAUDI ARABIA
MOFFAREH AL HARBI (SAIPEM, ARAMCO OIL FIELD) (JUN 2016-DEC 2017)
Position- Camp Boss, Project- ARAMCO (Oil Field) 

WORK EXPERIENCE IN UNITED ARAB EMIRATES
Qatar Construction (ADGAS OIL & GAS FIELD) (DECEMBER 2015-JUNE 2016
Position- Camp BOSS, Shutdown Project- Adgas(Oil & Gas Field) 


WORK EXPERIENCE IN UNITED ARAB EMIRATES

National corporation for Tourism & hotels (GASCO, Oilfield) (Jan 2012-2015)
Position- Catering CAMP BOSS, Project- GASCO (Oil Field) 

It is a major challenge for the incumbent to cope with the busy environment of controlling a variety of documents related to the department and coordinating with different employees and outside parties with tact and courtesy to maintain smooth and harmonious functioning of the tasks. Regularly monitor and follow up the daily activities in order to be always ready to provide up-to-date status/ progress of all matters dealt by the Project Manager.
Nature of Job: Overseeing the execution of the catering contracts in the camp to ensure compliance with contractual provisions including inspection of food preparation area, bakery, mess hall, quality and quantity of food to ensure adequate standards of cleanliness, hygiene and taste. Conducting special investigations into complaints about the quality of food and reporting the findings and recommendations to the concerned authorities for corrective measures. Assisting in checking catering contractor’s invoices and keeping daily meal count.

Ensuring that appropriate standards of food preparation and presentation are maintained. Participating with the supervisor in preparing monthly cyclical menus, and ensuring medical report review. Recommending the rejection of contractor’s personnel who fail to meet specified company standards. Coordinating with site manager the planning and scheduling of camp housekeeping and maintenance services. Including reviewing current or proposed work requirement and establishing manpower and time schedules. Conducting period’s inspection of accommodation, as necessary arrangements for water supply to the operatives in the camp. Providing Tools, Personal Protective Equipment’s, Footwear, Linen and other necessary items to the workers as and when requested against material issue vouchers.
Scrutinizing quantity and quality of the materials received at the stores. Arranging transport assistance for thro & fro of operatives to their respective sites. Monitoring the movements of in house as well as outsiders entering the premises of the camp. Maintaining relevant fuel consumption record of respective vehicles. Segregation of operatives suffering from communicable diseases i. C. chicken pox, tuberculosis, etc. To make necessary arrangements at the time of emergency. Preparing monthly time sheets for workers and drivers. Maintaining discipline in the camp. Complying with all the rules and regulations formed by the company.

· Monitor and follow up with concerned employees on the progress of activities to provide up to date status.
· Apply computer programs to prepare slides for presentations and workshops or other purposes related to the Department.
· Follow up related activities and provide manager with records, files, information and up to date progress/ status when needed.
· Answer queries of employees on related matters and to coordinate with other department           employees or outside parties on work related issues.
· Draft and type correspondences, proof read and dispatch to the concerned, Compile data and prepare reports, charts, and tables.
· Arrange meetings and appointments for the Department Head, and receive visitors.
· Prepare consolidated departmental weekly reports.
· Process incoming/outgoing mail, send/ receive telex, e-mail or facsimile messages.
· Providing Accommodation for the clients.
· Preparing Man-Days report for the clients and Contractors
· Ensure the conditions of the rooms and the related areas
·  Make necessary administrative arrangements during various meetings.
· Answer queries of employees on related matters
· Preparation of the Weekly & Monthly Restaurant menu Chart
· Well experienced in KABA ATLAS software and to install in the Door lock.

WORK EXPERIENCE IN – Dubai (UNITED ARAB EMIRATES)

 Road and Transport Authority, Dubai, United Arab Emirates (RTA, BUS DEPOT) (Apr 2007- Dec-2011)
 Position- Senior Front Desk
· Allotted Security pass for all the buses in Dubai 
· Distributed duty roasters and communicating with them about the changes 
· Delivered excellent customer service, at all times 
· Dealt with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail 
· Conducted regular security checks throughout the day and report any security issues to line manager 
· Reported any maintenance issues immediately to line manager 
· Photocopied and gathered documents for allocation, mailed
WORK EXPERIENCE IN Kuwait

Cooperative Society, (Mishref, Kuwait) (June 2005-Dec-2006)
Position Held- Sales Executive 

Main responsibilities include all the work related all sales & marketing tasks like, coordinating with clients, arranging meeting with clients with the contracts, raising LPO, contract renewals etc… 

· Be involved in stock control and management.
· Assisted shoppers to find the goods and products they are looking for.
· Responsible for processing cash and card payments.
· Stocking shelves with merchandise.
· Answered queries from customers.
· Reported discrepancies and problems to the supervisor.
· Gave advice and guidance on product selection to customers.
· Kept the store tidy and clean, this includes hovering and mopping.
· Responsible for security within the store and being on the lookout for shoplifters and fraudulent credit 
Cards etc.
· Attended meetings, seminars and programs to learn about new products and services, learn new skills, and   receive technical assistance in developing new accounts.
· Conferred with clients to obtain and provide information based on a Contract.
· Explained features, advantages and disadvantages of various products to promote sale plans.
· Performed administrative tasks, such as maintaining records and handling contract renewals.
· Searched out new clients and develop clientele by networking to find new customers and generate lists of prospective clients.

EDUCATION QUALIFICATION
· Diploma In Electronic & Communication Engineering from Panimalar Poly Technic College, (Kerala) 
· Higher Secondary Education From D. AHMED Ali School, Chennai, India 
·  Secondary Education From D. AHMED Ali School, Chennai, India
COMPUTER SKIILLS
· Micro Soft Office Suite.
· Diploma in Computer Application.
LANGUAGE SKILLS
· English,Urdu,Arabic and Hindi
PERSONAL & PASSPORT DETAILS
	· Father Name
	·   Soraf Khan

	· Sex
	·   Male

	· Nationality
	·   Indian

	· Date of Birth                      
	·   June 29,1984

	· Religion
	·   Islam, Muslim

	· Marital Status 
	·   Married

	· Passport No                       
	·   N3630999

	· Issue date                           
	·   06-10-2015

	· Expire Date                       
	·   05-10-2025

	· Place of Issue                    
	·   CHENNAI


DECLARATION

I offer myself as a candidate for any position. I would like to express my sincere thanks to you in advance for spending your valuable time to peruse my profile.
Yours Truly

Imran Khan



