Waqas Sarwar
Flat # 12, Bldg # 5542, Road # 1243, Isa Town 0812.
Mobile +973-39294828
Email: - waqas-sarwar@hotmail.com

PERSONAL DETAILS
· Date of Birth	: August 23, 1981
· C.P.R no	:  810809648
· Nationality	: Bahraini 
· Status		: Married
 
OBJECTIVE

To obtain a challenging position in this organization and work in a dynamic environment where I can make the best use of my educational skills, while working under the guidance of professionals.

EDUCATION

MBA Human Resource Management
2005-2008        NCBA &E                                             Lahore, Pakistan 

Bachelor of Arts (Majors in Political Science, Journalism and Economics)
2003-2005        Punjab University                                 Lahore, Pakistan

Diploma in PNC (Professional Programming in Network Computing)
1998-2000        NIIT                                                           Zinj, Bahrain 

Graduated college degree in Commerce stream.
1997-1999        Pakistan Urdu School                       Isa Town, Bahrain

Graduated High School
1995-1997        Pakistan Urdu School                       Isa Town, Bahrain


AWARDS AND ACHIEVEMENT

· Certified Performance Assessment Representative (PAR)(Dec 13,2012, Feb 5, 2014 and Dec,2017)
· Certified 40 hr. Contract Safety and Hazard Awareness Program.
· DOD Purchasing Card Training Certificate.
· Certified Asbestos Building Inspector.
· Certified Asbestos Management Planner.
· Infrastructure Condition Assessment Program certified.
· Preventive Maintenance Program Level 1, 2 and 3 certified.
· NAVFAC Construction Hazard Awareness Course.
· Success Estimator
· Introduction to Oracle 9i SQL
· Oracle 9i Database Fundamentals I & II
· Oracle 9i Database Performance & Tuning (Oracle is the programming language used to develop Maximo)
· Diploma in Typing Skills



WORK EXPERIENCE

Facility Management Specialist / ICAP coordinator- PWD, NSA-Bahrain, Sep ’13 to May ‘19(48 hrs. a week) PP-BG-1640-11, Supervisor Peter Richardson ext-1785-4501.
· Brief Clients on the Regional Engineer/Public Works Department organization and how they work with regards to requesting work, funding jobs, and related policies. Work with PWD branches to facilitate work within their areas of expertise.
· Based on clients request and project conduct and attend periodic meetings, site visits, facility inspection and survey the facility for ICAP updates.
· Develop scope of work (SOW) and independent government estimate (IGE) for each project required to accomplish repair, replacement or improvements to both CNIC and Non CNIC funded facilities.
· Ensure all redesigned and replaced Real Property Installed Equipment (RPIE) is accurately reflected in Single Platform Maximo (SPM) and that all associated Component Inventory Management Units (CIMU) are updated accordingly. This function provides direct support to the infrastructure Condition Assessment Program (ICAP).
· Work with Preventive Maintenance (PM) coordinator, PMEB Engineering Technicians and Production Division to ensure PM inspections/protocols are executed, completed within allotted time frame. Receive the feedback and induct updates in Maximo database.
· Manage and validate deficiency data from ICAP to assist in the development of Maintenance Action Plans (MAP), Maintenance Execution Plans (MEP) and Long Range Maintenance Plans (LRMP).
· Prioritize and identify projects to be placed on the MEP and MAP using Maximo, Cognos and Builder upload.
· Participate in the MILCON Projects, client project turnover meetings to ensure CIMU inventory is accurate, complete and in the correct format to be entered in Maximo.
· Use various systems/ software's in combination with site investigations to assure all major deficiencies and facility requirements are addressed.
· Monitor the emergency/ service, recurring, minor/ specific project expenditures in client’s facilities with respect to availability of funds.
· Plan, execute and fund projects that cannot be executed by PWD Shops with government purchase card, JOC and within SAP threshold limit.
· Facilitate effective relationships and processes between contractors, clients and government team members for contracts.
· Conduct and attend periodic performance assessment meetings with contractors to keep abreast of projects in progress.
· Monitor and inspect in progress projects and ensure contractor QC system and overall performance are in accordance with base safety and construction standards.
· Develop input on development of contractor performance evaluation after final inspection of projects.
· Monitor and evaluate the BOS contractor progress on preventive maintenance schedule on monthly basis for dynamic equipment .
· Review and validate the CIMU condition index (CI) for facilities, conduct surveys to update CI to reflect actual conditions. Also conduct survey with preventive maintenance coordinator, PMEB Engineering tech to validate and evaluate whether the repair or replacement recommendations from BUILDER are valid.

Human Resource Assistant, Human Resource Department, NSA – Bahrain, July  ’09- August ’13 (48
hrs. a week) PP-BG-1603-07, Supervisor Kendall Thomas ext-1785-4353 
 
· Inducted, resumes in the database after scrutiny and coordinated special projects, specific, temporary and permanent hiring with the department head. 
· Managed funds to support maintenance and repair program. Identified requirements,  and budget for maintenance, repair, and operations of facilities. • Received, investigated and verified resumes sent for current vacancies in the base. 
· Proper screening of selected candidates including background investigation and verification of the educational transcripts and character of the candidates with coordination with base security and local government authorities. 
· Assisted with administering and executing small purchases using government issued credit card for procuring office supplies, furniture, equipment and payment of tuition fees and travel expenses incurred for sending employees to training. 
· Meet customers, contractors, candidates and existing employees on monthly basis to clarify updated policies, taxes applied by host government and any changes to existing pay scale and salaries.
· Interfacing multiple job tasks when one or more branches are required to accomplish work. Routing work through various branches and consulting with Business Line managers on best methods to keep work on schedule. 
· Monitoring and tracking work through the system and preparing production metrics for senior managers. 
· Performing support and administrative duties in support of the contracting staff both within the purchase card program under the GSA Smart pay program and the contracts activity. 
· Reception, screening, processing and prioritization of all incoming requests and inspection reports. 
· Provide information and status to all the customers, employees and candidates. 
· Manage, purchase and keep stock of all the office stationery and IT-equipment for requirements branch. 
· Any other competitive duties assigned temporarily by the supervisor.
[bookmark: _GoBack]Administrative Clerk-Gulf Union Automotive Repair Center- Riffa, Bahrain, Nov ’08- Jan ’09 (48 hrs. a week) Supervisor Mr. Mohammed mob: 39555015

· Dealt and handled documentation pertaining to damaged vehicles, spare parts and claims from customers.
· Dealt with customers on the front end desk, review and verify documentation.
· Surveyed the accident cars for their claims on the company, prepare reports for repairs.
· Ensured spare parts are in stock, maintain the inventory and place orders.
· In charge of Balance Parts Delivery on vehicle out and cancelled vehicles claims, payments database.
· Prepared daily reports for vehicle in and vehicle out of the garage.
· Dealt with customer’s questions and queries on the telephone.

Branch Supervisor- UPhone Private LTD WIRELESS – Lahore, Pakistan, Jan. ‘04- May ’07 (40 hrs. a week) Franchise owner Mr.Dilawar Bhatti mob:-00923215136125

· Introduced and revised Business development strategies to increase sales and appeal to the target market.
· Managed and developed a staff of 7 – 10 sales / customer service professionals.
· Interviewed internees, provided on the job training, conducted briefings and meetings.
· Learned different selling tactics and learned how to present myself when dealing with different  customers.
· Maintained current employee records and provide constructive feedback to improve sales.
· Held team meetings on a regular basis to get feedback from employees with direct reports.
· Communicated all process and client changes to direct reports within specific timeline.

Consular-Assistant -Pakistan Embassy – Segeyia, Bahrain, Sep ’01 – March ’03 (40 hrs. a week) Mr.Ashfaq Consular Assistant Embassy of Pakistan 17244113, Mob -39595990
· Dealt with Consular documents i.e. Passports, Visa, Attestation and Endorsements. 
· Distributed and received documents at Visitor counter.
· Responsible for maintaining the database of Blacklisted personnel, lost passports, renewed passport, prepare and issued visit visas to tourists..
· Ensured latest policies are posted on the notice board with translation in English and Arabic.
· Processed applications for obtaining Pakistani citizenship and provided analysis report of cases for Consular approval.
· Dealt in diplomatic correspondence with Ministry of Foreign Affairs, Ministry of Labor, and Directorate of Passport & Immigration for Pakistan as well as host nation. 
· Provided assistance in Foreign Remittance and Overseas documentations and claims. 
· In charge of management and security of Foreign and Diplomatic delegations to Embassy of Pakistan Bahrain.
· Tracked and maintained database for complaints, disputes, filed by the overseas Pakistanis.

SKILLS

INTERPERSONAL AND TEAMWORK
· Entrusted to process confidential employee and visitor records. 
· Interacted with a wide variety of personalities while scheduling meetings/appointments. 

CUSTOMER AND SALES 
· Delivered excellent customer service and conducted sales promotions
· Oversaw daily sales operations, and Documented Paper work.
· Reorganized the accounts updates, and Customer Accounts

MANAGERIAL AND SUPERVISORY
· Proved multi-tasking abilities by scheduling and supervising staff, consisting of military personal, facility operations specialists.
· High Impact presentations, results oriented

QUANTATIVE
· Managed petty cash, payroll, inventory, member statements, accounts receivable, and payable
· Handled expense reports with account summaries
· Completed and submitted invoices and process for payments
· Developed scope of work and independent government estimates for projects totaling more than 650,000 dollars.

TECHNICAL AND BUSINESS TRAINING 
· Trained and was exposed to Business Modeling Tool Kit like MS Project.
· Trained in Requirements Gathering, Business Definition Requirements and documentation.
· Trained and conducted Impact Analysis and SWOT Analysis.
· Trained in applying comprehensive range of principles, concepts and practices concerning facility operations, administration and renovation.
· Trained for asbestos identification, sustainment, and management.
· Trained to conduct survey as a performance assessment representative for landscaping, facilities management, facilities demolition, facilities sustainment.

COMPUTER 
·  HTML.
· Introduction to Java, Oracle
· MS Access; Networking (concepts) & Web Development
· Windows NT, Windows XP, MS OFFICE
· Single Platform Maximo (SPM)
· Seagate Crystal Reports
· Cobol Reports
· Cognos
· IEFACMAN
· TWMS(Self Service)
