(MOHAMMED AKRAM —Timekeeper with 8years,4month of Experience

MOHD AKRAM
Manama,

Bahrain (Present)

Objective:

Education:

Qualification
Summary;

Personal
Information:

Personal
Skills:

Mobile India: +91 - 9680307294
Mobile Bahrain: +973 - 33582106
Gmail Id: mo48132@gmail.com

Interested to work in a challenging and learning atmosphere, which should

give me an opportunity to deliver the best out of me. My greatest asset is my

sincerity, honesty, which keeps me going.

¢  Computer basic

e 12 class Education (Rajasthan Board) passed

e  Ability to read & understand information & ideas.
e  Good Leadership technique.
e  Ability to make sensible decisions.
* Knowledge about co-ordination of people.
®  Multi-tasking capacity.
Name MOHAMMED AKRAM
Date Of birth 15 JUNE 1989
| Sex Male
Maritat Status MARRIED
Languages Known Hindi,English,Urdu & Arabic
o  Creativity.
®» Seif motivated.
e Communication
¢ Time management



Timekeeper cum data entry operator

Saudi bin laden construction company, Saudi Arabia
(01 DECEMBER 2010 to30 SEPTEMBER 2016)

Work

Experience: Timekeeper cum data entry operator
R-TECH GROUP INDIA
15 FEB2017 TO 18 APRAIL 2018

Timekeeper cum data entry operator, BAHRAIN
Kooheji Contractors W.L.L
(22 June 2018 to still Date)

Recruitment & Selection

e Recruiting the candidates as per the requirements in the company.

e Sourcing candidates so as to suit the job requirements.

* Interacting with the candidates for the first round and then putting
them across to the next level.

e Maintaining the database of the candidates so that when the
requirement arrives can fill the same thereby leading to cost & time
reduction.

Induction &Joining Formalities:

¢ Planning induction program for the new joiners.

e Sharing about the company policies.

¢ Introducing the new joiners with the seniors and the other employees
in the company.

Time Office:
¢ Maintaining the master roll of the employees and the record of the
attendance.

¢ Preparation of reports like attendance, absenteeism, late coming &
early going etc.

e Reporting all this details to Manager-HR and also Reporting and aiso
Project heads.

Payroll processing:

o Collecting All the Attendance cards for the workers & cross check
with their Finger print reports then finalizing it forSalary statement
PF deductions for the workers & staffs
Maintaining Company employees Loan Avail deductions
If necessary taking the disciplinary action based on the employees
activities in work place

« New bank Account opening for Staffs & workers / uploading this
details for salary statement

o Bank ATM issues solving (ATM Lost, Blocked ATM's)

Operations:
¢ Maintaining all the employee’s personal files.
e Ensure proper documentation, maintained and updating of employee
records.
Generating and dispatching various letters including offer letters,

e Appointment letters and other letters.
e Maintaining confidential filing systems.



Admin Activities:

Arranging accommodation for staffs & workers.
Arranging Transportation for workers & Staffs’
Train & Air Ticket booking for staffs & workers.
Utilities arranging for workers.

ERP Software timecards entry

Biometric & Punching reports

Timesheet & timecards preparation etc.
Arrange transport for labor and staff.

Employee Engagement:
e Keeping a track of employee birthdays, anniversary & years of

completion.
Computer e Excellent in using MS-Office.
Proficiency e Good comfortable with the Internet surfing and mails replying.
o Taking care of installing and maintaining the software’s.
e Good command over the Excel and maintaining data.
o Good knowledge in making presentations.
gzi:\?;rt Passport no. : T4984126
Date of Issue : 12"'MAY 2019
Date of Expiry: 11" MAY’ 2019
Place of Issue: Manama, Bahrain

The above information provided is true to the best of my knowledge & belief.

(Mohammed Akram)
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Date: .

“
- To whom it may concern

This to certify that ivir. Mohammed Akram Ighal is working
this organization from 24" November 2010till date in the
capacity of “Time Keeper”.

During this period we found him very hard working «
potential and interest to learn and work. He performs his dutie:
to the entire satisfaction of his Superiors. He is = very est
obedient and trust worthy person.

We wish him very successful life in his future careers

For SBG-PBAD

{(Engr. Ayyoub Ahmed)
Project Manager,
Public.Service Centre,
Shumaisi, Makkah
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NAME: MOHD AKRAM
TRADE: TIMEKEEPER

COMP: KCOHEJI
. CPR: 8904585125

BADGE NO: 02
INDUCTION DATE: 22.06.2018

;| » This badge serve as access pass on NEW
| KEA STORE PROJECT BAHRAIN only it Is
not fransferable.
« i found please retum to KC Securly at
site main gate of IKEA project.
« The bearer was Inducted ond commiited
{ fo adhere safety policy & procedures of
IKEA project

}Issuing Avthority:
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King Fglsal Specialist Hospital & Researeh Cenlre
Name MOHAMMA AKRAM
Designation  Timekeeper - ¢
IDNumber 283941 -~
Company : Saudi Binladin Group

Date of Expire: 31-12-2017 All Areas
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ROHANMED AKRAM
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~ PRINCE SENIOR- wﬂnﬂéh.wk SCHOOL ﬁw_xb_u:

(SenlorBecondary Cowducntions! Recidential Public Sshool)
AMllimtnd 1o 10 Bgaiu of Becan Education, z.&-..!._ wi, Ajmos

Sl (IR MEMORAN OF MARKS

SESSION
Scholar's Name o Ciass & Sec, X1-A Date of Birth 15/6/69
Mr.Mobd. Igbal N .
Esthor's Name q Address ow Rusanguni, Sikar

Date Clesaschor Principal
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