Mirza Sheraz Baig

Dear Sir,

I am submitting my resume, | have 10 plus years of experience in different positions in corporate
organizations working in different locations of the United Arab Emirates, dedicated and detailZloriented
administrative support professional with proven success in streamlining administrative processes, travel
management, and cost containment initiatives. Seeking to utilize organizational and research skills to provide
exemplary administrative support at a growing organization and contribute to its continued success. Good
working knowledgeable experience in Customer Services, Administrative work.

In addition to my technical skills, | am known for my strong interpersonal and communication abilities. | have
a natural talent for building positive relationships with colleagues and clients, and | thrive in collaborative
environments. | am confident that my ability to effectively communicate and work well with diverse teams
would contribute to a positive and productive work culture at United Security Group, Abu Dhabi.

I would like to reiterate my strong interest in the experienced Administrator Assistant position at United
Arab Emirates. | am excited about the opportunity to contribute to your team and support your mission of
creating innovative designs. Thank you for considering my application. | look forward to the possibility of
discussing how my skills and experience align with your needs.

In closing, Along with my experience, qualities and attitude, | am confident that | will add to the success of
your company and would like to request an interview at your convenience. To discuss my qualifications for

this job and will be available at [Contact No. +971558817527] in the interim.

Thank you for your time and consideration.

Best Regards.

Contact
e +971 55 881 7527

@ miir.sheraz@gmail.com Mirza Sheraz Baig



CONTACT

e +971 55881 7527

M miir.sheraz@gmail.com

Labotal Camp, Baniyas, Abu

Dhabi, UAE.

PERSONAL

INFORMATION

Date of Birth  : 17th August 1982
Nationality : Pakistani
Marital Status  : Married
Passport No : BG3923343
Passport Validity: 13 July 2026
Visa Status

Visa Expiry Date : 02 Oct 2025

: Residential Visa

EDUCATION

HIGHER SECONDARY
CERTIFICATE (H.S.C)
2002 - 2004

e Business & Commerce
e Board of Intermediate
Education Karachi Pakistan.

SECONDARY SCHOOL

CERTIFICATE (S.S.C)
2000 - 2002

o Computer Scirence
e Board of Secondary
Education Karachi Pakistan.

LANGUAGES

e English (Fluent)

¢ Hindi (Fluent)
e Urdu (Fluent)

MIRZA SHERAZ BAIG

STRENGTHS AND PROFESSIONAL SUMMARY

| am contended to submit my resume, | have 10 plus years of experience in

dedicated and detail-oriented Administrative Support professional with proven
success in streamlining administrative processes, travel management, and cost
containment initiatives. Seeking to utilize organizational and research skills to
provide exemplary administrative support at a growing organization and
contribute to its continued success.

WORK EXPERIENCE

United Security Group - Abu Dhabi 2021-PRESENT

Location: Global Indian International School
Security Team Leader

e Attending the inter-departmental/ground staff, Clients calls and forwarding the
complaints and queries to the concerned department. Calls comprise of
customer complaints regarding security issues.

e Preparing and compiling daily safety and security related incident reports and
forwarding to the Higher Management, Client, as well as concerned
Departmental Heads.

e To operating and monitoring all systems within the control room in an efficient
manner.

e Providing an efficient and courteous radio and telephone answering service in
timely manner and deal efficiently with all enquires.

e Conducting investigations and putting up the accompanying investigation
papers and report.

e Conducting regular and periodical checks on taking immediate follow-up action
to rectify faults, damage, etc.

e Regularly monitoring all fire exit doors, link doors, etc., leading INTO or OUT of
the Hotel and which are fitted with locking devices or alarm systems to ensure
that they are in good working condition as an effective measure against
trespassers and Firefighting equipment.

Group 4 Security Services - Abu Dhabi
Location: Emirates Global Aluminium (EGA)
Safety and Security Control Room Operator

NOVEMBER 2015 - AUGUST 2021

o Answered all telephone and radio calls coming into the Communications Control
Room (CCR) in a timely manner.

e Accurately maintained log communication activities in the logbook and database
also acknowledged Duty Managers are on-site as scheduled.

e Transmitted relevant information into the operation in a timely manner. Ensure
relevant units acknowledged transmitted information.

e Reported all relevant safety and security related operational information to the
Duty Manager in a timely manner.

e Follow up on maintenance and service requests as requested by the duty
manager. Maintained weekly SR update reports and send to the Operations
Director and Higher Management Team.

e Drafting e-mails and standard reports, many of which will be based on standard
templates. Handling any filing required in the department and ensuring the
necessary documents and records are updated and filed correctly.

e Confirmed daily information with the duty manager to ensure accuracy and
transparency when completing daily reports. Also send daily SMS message to
key stakeholders.



SKILLS

Experience in administrative
assistance.

Good Knowledge of MS Office

Ability to solve complex tasks in a
timely manner.

Capability to perform multitask
standards and procedures.

Analyze security data to identify
trends and areas for improvement.

Ability to address administrative
and support organizational goals.
concern .

Capability to conduct during high
pressure scenarios.

Excellent Coordination and
Communication Skills.

Ability to learn quickly also good
analytical skills.

CAREER
ASPIRATION

“ To seek a challenging career
by occupying a suitable position
where | can utilize my skills and
experiences to contribute
towards the progress of the
organization and at the same
time have the prospects for
professional growth and

development. *

REFERENCES

MR. SAJITH RANDHAVA

Senior Security Supervisor

United Security Group, Abu Dhabi.
Al Otaiba Tower, Suite # 103, 1st
Floor, Hamdan Street, [P.O. Box:

47361], Abu Dhabi, U.A.E
Tel: +971 2 631 3331
Email: enquiry@uaeusg.com

MR. AMIN ULLAH

Security Supervisor

G4S Secure Solutions, Abu Dhabi.
Ali & Sons Building (C40), 4th Floor,
Room 401 Rawdhat, Airport Road,
[P.O. Box: [47361], Abu Dhabi, U.A.E
Tel: +971 2 305 8600

Email: info@uae.g4s.com

Emrill Services LLC - Dubai

FEBRUARY 2013 - FEBRUARY 2015

Integrated Facility Management
Help Desk Operator

Maintaining administration work undertaken is in accordance with department
procedures, standards, and policies.

Supporting the coordination of tasks related to administration, general HR work.

Providing admin systems support including data entry, maintenance, update
and support of relevant systems and equipment.

Producing reports as required. Collate, analyses, archive, and retrieve data/
information when necessary.

Providing good assistance to customers, employees, and visitors in a courteous
and professional manner.

Handling customers/employees, vendor's requests, auctioning transactions,
tasks, and queries in a timely manner to provide a high level of service for all
admin related activities.

Assisting timely and accurate processing of transactions, stock control, and
reconciliation for settlement of corporate expenses.

Preparing and maintaining relevant documentation to support departmental
functions.

Providing support in maintaining, issuing, and tracking supplies, basic fixtures,
fittings, and facilities for the department.

Supporting activities conducted or attended by the department.

Brand Brigade Pvt. Ltd. Karachi - Pakistan. pECEMBER 2011 - OCTOBER 2012
Advertising and Event Management
Accounts Officer

Helium Pvt. Ltd., Karachi, Pakistan.

Preparing financial documents such as invoices, bills, and accounts payable and
receivable.

Entering financial information into appropriate software programs.

Recording office expenditures and ensuring these expenses are within the set
budget.

Assisting the finance department and senior accounting staff members with
various tasks, including preparing budgets, records, and statements.

Sorting financial documents and posting them to the proper accounts.
Resolving errors in financial reports and correcting faulty reporting methods.

Completing bank reconciliations, managing company ledgers, Encoding
accounting entries for data processing.

FEBRUARY 2013 - FEBRUARY 2015

Advertising and Event Management
Accounts Officer

Recorded day-to-day financial transactions including accounts payable and
receivable entries, expense reimbursements.

Maintaining and preparation of general journal entries and posting them to the
general ledger.

Reconciled bank accounts, credit card statements, and other accounts on a
regular basis to ensuring accuracy.

Preparing schedules and providing documentation for internal and external
audits.

Supporting the budgeting and forecasting processes by preparing financial
data, variance analysis, and reports.

Maintaining financial records and documentation in accordance with company
policies and regulatory requirements.

Assisting with administrative tasks such as filing, correspondence, and data
entry related to financial operations.



CERTIFICATION ACHIEVEMENTS

Occupational Safety and Health American (OSHA)
Institute of Occupational Safety and Health American Society

Training Course detail are as given below:

« Electrical Safety & Controls.

« Safety Accountability & Control Measures .
e Hazards & their Control Measures.

« Safety Supervision Techniques.

« Full Protection & Working at Height Safety.
» Safety Hazard Reporting.

o Health & Safety Management System.

Security & Safety & Protective Certification
National Security Institute, Abu Dhabi, United Arab Emirates

Training Course detail are as given below:

» Basic First Aid Training.

« Basic Fire Fighting Training.

o Security & Safety Awareness Training.
« Access Control Training.

e Compirising of Fire.

¢ Radio Communication Procedure.

e Customer Care.

Basic Security & Safety Certification
Institute of City & Guilds, Dubai, United Arab Emirates.

Training Course detail are as given below:

e Occupational Noise Exposure.

» Corporate and Manufacturing Incident Investigation.

« Motor Vehicle Safety.

» Manufacturing Personal Protective Equipment.

« Fire Safety and Dealing with Emergencies.

 Safety Hazard Reporting.

» Standard workplace violence OSHA Injury and Illness Recordkeeping.

Diploma in Hardware & Network Configuration
(ICT) Institute of Computer Training Karachi, Pakistan.

Training Course detail are as given below:

« Installation process of Hardware and Software Trouble Shooting.
¢ Network Planning.

* Network Equipment.

« Installation Operating Systems.

Certification Information Technology (C.1.T)
Skill Development Council Training Institute Karachi, Pakistan.

Training Course detail are as given below:
» Microsoft Word, Excel, PowerPoint.
o Adobe Photoshop, Access Outlook.

o Lead Generation.
« Internet Browsing, Emailing, Scanning. Printing & Photocopy.

Certification In English Language Course
The Expert Group of Education Institute Karachi, Pakistan.

Training Course detail are as given below:
» Speaking.
o Writing.
e Listening and Oral.



