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CAREER OBJECTIVE 
Position requiring innovative, challenging employment that will utilize my education and professional skills and offer advancement opportunity.
PROFILE 
Working as an QA/QC Clark/ Time kipper in ALEC Engineering & Contracting Company L.L.C (ALEMCO)

EDUCATION 
HSC- Satoria Syad Kalosha Degree College Bangladesh.   (70%) 2008
SSC- Horjog Shoid Smithy High School, Bangladesh.         (70%) 2005
SKILLS
Platform                      : M S WORD/2000/XP, OFFICE EXCEL, AND ACONEX
Languages                   : English, Hindi, Arabic.
PERSONAL SKILLS 
· Hardworking
·  Dedication to work,
· Good team player
·  Creative thinking.
· Document Submitted to main contract & Filing.
· Willing to work any time as required for the Project.
· Fast Computer Typing.
  Links  
Email: nayeemkhan194@gmail.com
Phone: 0088-01789160276
Present Address 
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Permanent Address 
Satoria, Horjong, Manikjong, Dhaka Bangladesh
Personal Data 
Name                  : Md Naime Hossain 
Date of Birth     : 21. Feb. 1989
Gender               : Male 
Nationality         : Bangladesh 
Marital Status   : Married 
Languages         : English, Hindi, Arabic 
EXPERIENCE 
· QA/QC Clark/ Time kipper in ALEC Engineering Contracting Company – (ALEC) – From 2010 to 2018 date.
· Fast Computer Typing.
· Expert in Computer Short Cut Keys.
· Filling 
· Maintaining of Organization Charts.
· Managing of Document Department.
· Updating of Data
· Handle Document 
· PROJECT DETAILS 

· Park Hyatt Resort Hotel & Villas- Abu Dhabi

· QA/QC Clark / Time kipper in site office activates like Document.

· Maintain and arrange the Document properly.
· Issuing and transfer the Letters to respective persons.
· Arranging Minutes of Meeting.
· Arranging Weekly Meeting & Submit to main contract.
· Daily Updated staff & Labor Punching Reports.
· Prepare Monthly Staff & Labor Time Sheet & Submit to Head office.  
· Updated Monthly HR Reports & Submit to Head office.
· Updated Staff & Labor Leave & Prepare Advance Time Sheet & Submit to Head office. 
· Daily Arrange Transport for site based. 



                Relocation of Airport Expo DWC – CBC-118 
· QA/QC Clark / Time kipper in site office activates like Document. 
· Maintain and arrange the Document properly.
· Issuing and transfer the Letters to respective persons.
· Arranging Minutes of Meeting.
· Arranging Weekly Meeting & Submit to main contract.
· Daily Updated staff & Labor Punching Reports.
· Prepare Monthly Staff & Labor Time Sheet & Submit to Head office.  
· Updated Monthly HR Reports & Submit to Head office.
· Updated Staff & Labor Leave & Prepare Advance Time Sheet & Submit to Head office. 
· Daly Arrange Transport for site based. 
         Relocation of Dubai Airport DXB – ALM-151 & 141 

· QA/QC Clark / Time kipper in site office activates like Document. 
· Maintain and arrange the Document properly.
· Issuing and transfer the Letters to respective persons.
· Arranging Minutes of Meeting.
· Arranging Weekly Meeting & Submit to main contract.
· Daily Updated staff & Labor Punching Reports.
· Prepare Monthly Staff & Labor Time Sheet & Submit to Head office.  
· Updated Monthly HR Reports & Submit to Head office.
· Updated Staff & Labor Leave & Prepare Advance Time Sheet & Submit to Head office. 
· Daily Arrange Transport for site based. 
I hereby declare that the information furnished above is true to the best of my belief and knowledge.
Please   :
Date      : 02.02.2018	               Yours truly,
	Mohd. Naime Hossain
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