
Ul Haq Shah 

 

To; 

The Hiring Officer 

 

During 4.5 years of my professional experience since Aug 2020, I have sought expertise in contract 

management including but not limited to contractual correspondence, claims, EOT claims contract 

compliance, basic quantities take-off, and invoicing. Now, please find attached herewith the following for 

your kind review and further consideration: 

 

1) Curriculum Vitae (CV)/Resume 

2) Passport 

3) Iqama 

4) Experience Documents 

5) Educational Documents 

 

Now, I am looking to take on the challenges through this career opportunity and broaden the pool of 

my expertise in consideration for bringing value to my employer through dedication and hard work. 

 

Your kind consideration is highly anticipated in this regard. 

 

 

Thanks & Regards 

Anwaar Ul Haq 

Ph: +966 53 990 5112

Administrator Contracts | +966 53 990 5112| m.unwar21198@gmail.com  

 
 
APPLICATION FOR THE POST OF CONTRACTS ADMINISTRATOR 

 

Respected Officer! 

 
This  refers  to  the  subject,  I  would  like  to  introduce  myself  as  an  enthusiastic  contracts administrator, currently in Kingdom of Saudi Arabia, looking to seek a bright and rewarding 

future  through  a  process  of  continuous  learning  and  professional  development  with   an   

internationally   reputed   employer.   Apart from   my bachelor’s in civil engineering in 2020, I have 

acquired a Master's Degree in Construction Engineering and Management. 
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MUHAMMAD ANWAAR UL HAQ SHAH 
Contracts Engineer – (Civil) 

Iqama No. 2580926620 

 

 m.unwar21198@gmail.com 

    Jubail, Eastern Province, Kingdom of Saudi Arabia (KSA) 
 

  

CAREER OBJECTIVE 

Being a result-oriented, dedicated & hardworking individual, I look forward to practicing my contract 

management skills, experience, and the understanding of the contracts to aid in contract management 

during the pre-contract as well as in the post-contract phases of project(s). An organization where my 

knowledge & skills of contract management and civil engineering can flourish, and I can bring value to my 

employer. 

 

EXPERIENCE 

SENDAN INTERNATIONAL COMPANY LIMITED 
Administrator Contracts  [ July 2024 – Present] 
  
PROJECT:  

  

PKG-01 Expand Abu Ali Crude & KGP Gas Facilities Expansion 
Contract No.1415395 (Rev.02) - Execution of Mechanical, Electrical, Instrumentation, 

Telecom, Insulation, Paint touch-up, Valve testing, Civil, and Underground Pipe Works 

for KGP (Khursaniyah Gas Plant) Area - Berri Development Project PKG 1 

SUBCONTRACTOR: Sendan International Company Limited 

CONTRACTOR: Snamprogetti Saudi Arabia Co. Ltd. (SAIPEM) 

COMPANY: SAUDI ARAMCO 

  

RESPONSIBILITIES: • Direct reporting to project manager and contracts director 

• Prepare notices, letters, and contractual matters as directed by the reporting 
supervisor  

• Maintain list/log of potential claims, VOs, Extension of Time (EOT) claims 

• Notify and claim the standby of manpower and equipment to the contractor 

• Identify and list key commercial provisions to assess any impacting events 

• Assist the project manager in drafting the letter through contractual reference 

• Liaise with planning department for dealing the relevant contractual correspondence  

• Liaise with planning department for extension of time (EOT) claims 

• Liaise with site team for dealing the contractual correspondence related to progress 
issues 

• Clarify terms and conditions of the contract to project team and concerned stake 
holders  

• Preparation of monthly contract health report 

• Analyze and mitigate risk as per contractual documents 

• Ensure contract execution in accordance with the contract 

• Prepare, defend and negotiate the claims 

• Respond to and consult the queries of Sub-contract department during negotiation 
phase on the terms and conditions of subcontracts  

   http://www.linkedin.com/in/anwaarshah 
   +966 53 990 5112
            +92 346 1950497 , +966 53 990 5112
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• Oversees and monitor compliance with service level agreement and transaction 
(milestones, deliverables, invoicing etc.)  

• Negotiate terms and conditions with Sendan’s various disciplines and the Customer 

• Track correspondence 

• Implement procedures for contract management and administration in compliance 
with company policy. As appropriate, contribute to or influence company policies. 

• Develop standards for contracts, including presentation of budget, payment terms, 
general language and provisions. 

• Maintain deadlines on deliverables and communicate on an ongoing basis with 

business partners and internal clients about contractual issues 

  
ALLIED CONTRACTORS (PVT) LTD 
Senior Engineer - Contracts  [July 2023 – June 2024] 
Engineer - Contracts  [July 2022 – June 2023] 
Junior Engineer - Contracts  [July 2021 – June 2022] 
Graduate Trainee - Contracts  [Aug 2020 – June 2021] 
  
RESPONSIBILITIES: • Oversee and ensure compliance with the contract 

• Submission of delay notifications to the client 

• Submission of standby notifications of manpower and equipment to the client 

• Preparation and submission of claims for consequential damages and loss of business 

• Preparation and submission of EOT claim and additional cost claim in coordination 
with the planning and cost control department 

• Preparation and submission of Change Work Order 

• Preparation of a brief report regarding the matter(s) under dispute(s) for the 
subsequent liaison with legal department 

• Liaise with planning and finance division for follow up on invoices with client for 
timely disbursement as per the contractual timeline, and notify any delay(s) with 
incurred financial damages 

• Monitoring the contractual correspondence 

• Liaise with the administration department for issuance of bank guarantee, extension 
of guarantees, insurance guarantees, CAR policies, and subsequent submission to 
client 

• Respond to the contractual notices from the client 

• Submission of the technical bidding documents as per the RFQ requirements 

• Review and negotiate the terms of the contract before award 

• Liaise with the team for preparation and submission of monthly progress invoice 

• Reviewed the RFQ documents and raised the technical and contractual clarifications 

• Reviewed and negotiated the terms of the contract before award 

• Liaise with the contractor’s planning department for submission of rate analysis 

• Submitted the technical bidding documents as per the RFQ requirements 

• Liaise with the estimation and cost control division during the bidding stage  

• Coordinate and participate in pre-bid site visits 

• Bid submission through e-procurement portals including SAP Ariba, Tejari with 
several national and international procuring agencies including but not limited to 
United Nations Development Program (UNDP), Pakistan Petroleum Limited (PPL), Oil 
& Gas Development Company Limited (OGDCL) 

  
PROJECT:  Construction of New Drivers Colony Project at SECMC, Thar Block-II, Tharparkar 
DURATION:  2023 – 2025 
CLIENT: Sindh Engro Coal Mining Company (SECMC) 
  
PROJECT:  Construction of Residential Building at Gas Processing Facility GPF-IV, Gambat, Sindh 
DURATION:  2022 – 2024 



CLIENT: Pakistan Petroleum Limited (PPL) 
  
PROJECT:  Construction of Calval Building SUPARCO SETC 
DURATION:  2022 – 2024 
CLIENT: Pakistan Space and Upper Atmosphere Research Commission (SUPARCO) 
  
PROJECT:  Earth Work of Nabisar Raw Water Reservoir 
DURATION:  2024 – 2024 
CLIENT: STECOL Corporation 
  
PROJECT:  Construction of Employer's Offices & Lab 
DURATION:  2022 – 2023 
CLIENT: DESCON Engineering  
  
PROJECT:  Construction of Cal & Val Targets (C.C Platform) at SETC 
DURATION:  2022 – 2024 
CLIENT: Pakistan Space and Upper Atmosphere Research Commission (SUPARCO) 
  
PROJECT:  Construction of 8 x D Type Flats HQ 606 Army Avian at Tarbela 
DURATION:  2022 – 2024 
CLIENT: Military Engineering Services (MES) 
  
PROJECT:  Construction of 1 x Office Block for HQ 606 Army Avian Gp GAAB at Tarbela 
DURATION:  2022 – 2024 
CLIENT: Military Engineering Services (MES) 
  
PROJECT:  Construction of 8 x D Type fats for AAD at Malir Cantt 
DURATION:  2021 – 2024 
CLIENT: Military Engineering Services (MES) 
  
PROJECT:  Renovation Work of COE Vocational Training Institute Kotri District Jamshoro, Sindh 
DURATION:  2020 – 2022 
CLIENT: Deutsche Gesellschaft fur Internationale Zusammenarbeit (GiZ) GmbH  
  
PROJECT:  Construction of new Mess for PTTS Aero Apprentices at PAF Airmen Academy Korangi 

Creek 
DURATION:  2020 – 2024 
CLIENT: Military Engineering Services (MES) 
  
PROJECT:  Fabrication, welding & installation of pipeline, well head assembly & piping works for 

Sanghar X-1 at Sinjhoro plant 
DURATION:  2020 – 2022 
CLIENT: Oil & Gas Development Company Limited (OGDCL) 
 

EDUCATION  

 MS-Construction Engineering & Management [ Oct 2020 – June 2022]  

 National University of Sciences & Technology (NUST), Islamabad  

 CGPA: 3.70 / 4.00  

 BS-Civil Engineering [ Oct 2016 – Aug 2020]  

 Military College of Engineering (MCE) NUST  

 CGPA: 3.47 / 4.00  

 

 
  



SOFTWARE INTERESTS 
- MS Office (Advance Level)  Sustainable Construction  

- MS Outlook (Advance Level)  Safety Management 

- Primavera P6 (Introductory Level)  Contract Management 

- Microsoft Project (Introductory Level)  Green Buildings 

- AutoCAD Architecture (Introductory Level)  Risk Management 

- Plan Swift (Introductory Level)  Building Information Modeling 

- Autodesk Revit (Introductory Level)  Economics 

- AutoCAD (Introductory Level)   

    

REFERENCES SKILLS 

 saad@alliedcontractors.com.pk  

 +92 332 1508419, +92 300 5465427  

 

 Yaseen Ur Rehman [Sendan International Company Limited] Multi-tasking  

 Project Manager – Khurasaniyah Gas Plant (KGP) 2022-2024 Teamwork 

 +966 56 759 1464 Hard work 

 Nouman Haider [Sendan International Company Limited] Dedication 

 Planning  Engineer (Civil) – Khurasaniyah Gas Plant (KGP)  

 +966 55 576 2373  

 Muhammad Saad Mateen [Allied Contractors Pvt Ltd]  

 Manager Projects [2016-Present]   
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