Mohammad Noet Ali Khan

Email: noyetali786@gmail.com
Mobile: 0551926402
WhatsApp +918809829087

Career Objective

Experienced Sr. Time Keeper. HR. Admin Assistant with 13 years of proven expertise in HR operations, manpower
management, employee relations, and HR systems within large-scale construction mega-projects. Adept at handling
timekeeping, shift scheduling, attendance systems, and workforce coordination. Strong background supporting HR Business
Partners (HRBP) in digital transformation, organizational development, and process optimization. Committed to ensuring
accurate labor data, compliance, and contributing to efficient project execution and organizational success.

Experiences
Position Company Location Period
Sr. Time Keeper. HR. Admin REDCO EL SEIF JV Neom Jun 2023 — Apr 2025
Assistant Client: NEOM Area in Saudi
Project: Oxagon Precast Factory Arabia
MP: 10000+

Main Functions

The Sr. Timekeeper cum HR Admin Assistant is responsible for managing timekeeping functions,
supporting HR operations, and performing administrative tasks to ensure efficient office management.

Track employee attendance, work hours, absences, and overtime for payroll.
Assist with accurate payroll data, including leave and attendance.

Maintain employee records, update databases, and assist with HR tasks.
Oversee shift assignments and process time-related requests.

Handle office tasks such as scheduling, correspondence, and supplies.
Address employee inquiries and prepare timekeeping and HR reports.

Position Company Location Period

Sr Timekeeper & Admin Asst. REDCO International WLL Doha Qatar Oct 2018 — June 2023
Client: AECOM
Project: Lusail Bus Depot
MP: 4500+

Main Functions

The Senior Timekeeper & Admin Assistant plays a crucial role in managing employee timekeeping,
payroll support, and providing administrative assistance to ensure efficient office operations.

e Maintain accurate employee attendance records and track work hours, absences, and overtime.
e Assist in payroll preparation by providing accurate attendance and leave data.

¢ Update and maintain employee records in compliance with company policies.

e Oversee shift assignments and process time-related requests.

e Handle scheduling, correspondence, and office supplies.

e Address employee time-related inquiries and prepare attendance reports.



mailto:noyetali786@gmail.com

Position

Company

Location Period

Taskforce for Mgt. Consulting

cum Timekeeper Client: PORR

MP: 3500+

REDCO International WLL (JV)

Project: Al Khor Expressway, Qatar

Doha Qatar | Sep 2017 — Oct 2018

Main Tasks

The Taskforce for Management Consulting cum Timekeeper plays a key role in both providing
management consulting support and overseeing the accurate tracking of employee work hours and
payroll-related functions. This dual-function role involves both strategic input for operational
improvements and meticulous time and record management to support organizational goals.

Analyze organizational processes,

identify inefficiencies, and recommend

improvements.

Support strategy development and
resource planning.

Provide expertise in project
management and workforce
optimization.

Present findings and recommendations

to senior management.

Maintain accurate employee records
and ensure compliance.

Update HR databases with key
information (e.g., new hires, leave
balances).

Assist in payroll preparation and
monitor employee work hours.
Handle time-related employee
requests efficiently.

Position

Company

Location Period

Time Keeper

Jv)
Client: TAISEI

Area
MP: 3000+

REDCO International WLL

Project: Japan Embassy Diplomatic

Doha Qatar | Jul 2014 — Sep 2017

Main Tasks

The Timekeeper is responsible for managing employee time records, supporting payroll preparation, and
assisting with administrative HR tasks. This role ensures accurate record-keeping, effective
communication, and smooth department operations.

Maintaining employee records (soft
and hard copies)

Updating HR databases (e.g., new
hires, separations, vacation, and sick
leaves)

Assisting in payroll preparation by

providing relevant data, like absences,

bonus, and leaves

Process employees’ requests and
provide relevant information

Manage the department’s telephone
center and address queries accordingly
Provide orientations for new
employees by sharing onboarding
packages and explaining company
policies.




Position Company Location Period

Time Keeper & Camp Boss REDCO International WLL Doha Qatar | Aug 2011- Jun 2014

Main Tasks

Responsible for maintaining accurate employee time records, supporting payroll and HR functions, and
managing camp operations to ensure smooth manpower, accommodation, and welfare services.

e Maintain employee records (both digital and physical).

e Update HR databases (e.g., new hires, terminations, leave records).

Assist payroll processing by providing data on absences, bonuses, and leaves.
Respond to employee requests and provide relevant information.

Handle department phone inquiries and direct them appropriately.

Conduct onboarding sessions and explain company policies to new hires.

Support camp management by overseeing accommodation and manpower allocation.

EDUCATION

> Intermediate Higher Secondary Education 12"

Certifications & Training:

» Certificate of Appreciation — EL Seif Redco JV Management

» Grievance Management Training — Neom, KSA, 13th January 2025

» Toolbox Training Participation — Neom, KSA, 13th January 2025

» First Aid & Fire Warden Training — Level 1, Neom

» Certificate of Appreciation — Taisei Management

» Proficient in MS Excel 2019/365 (Certificate of Completion), MS PowerPoint, MS Word, and other MS Office tools
» Certificate of Appreciation — Renoir Consulting for Excellence Contribution in the Al-Khor Expressway Project
» Certificate of Appreciation — Redco International W.L.L.

SKILLS

> Office/Admin Procedures
> Admin Abilities

» Technical Skills

> Creative

» Communication Skills

PERSONAL ABILITIES

» Attention to details
» Punctual & reliable
» Can work without supervision

> Ability to cope under pressure

» Good written and verbal communication skills
» Able to work as part of a team

» Having patient outlook

» Office Procedures

» administrative task

» Ability to prioritize task

REFERENCES
Available Upon request
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Redco International w...

Ref: Redco/SRK/EC/3825/236 Date:- 28-12-2014
Service Certificate

It is certified that Mr. Muhammad Noet Ali Khan S/0 Ali Ahmad Khan (Employee #
8053) has been working in our organization as Time Keeper from 14-08-2011
now.He did his job in different projects during his stay with us.

We found him talented and having full command on his responsibilities as a Time

Keeper.

For Redco International WLL

5»1’“**"'. \

Saif ur Rehman Khan
Managing Director
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‘Muhammad Noyet Ali Khan
!D Nun'lbar T8949020
Training Course  Fire Warden
Compietion Dats :15-luly-2023
Expiry Date 114-July-2025
Ceartificats Nunbar.nmj.saa-l?

Participant Name : Muhammad Noyet Ali Kha
1D Number : T8949020
Training Coursa : Basic First Aid and CPR

Complation Date : 15-July-2023
Expiry Daie i 1d4-July-2025
Certificate Number: TDW2024140







