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ADMINISTRATIVE ASSISTANT 

I am a dedicated, artistic, and enthusiastic Engineer competent in working independently or as a part of 

team, also, I am an effective delegator with an eye in finding the beauty in every project, who is capable 

of taking added responsibility whenever necessary. 

ZAHEER ABBAS,  
 

Civil Surveyor 

Contact Info. 

Email: zaheer.abbas.313@gmail.com 

Phone No: +964 7810790339 

                 +92 3006429606 

 

Project work 

• Developing schematic design studies leading to the appropriate solution. 

• Leads the project to ensure high quality, innovative and functional design. 

• Manage, support, and guide the draftsman in producing design package. 

• Developing schematic interior and exterior design thru rendered 

perspectives. 

• Coordinating with design professionals to ensure the stability of the 

structure and to avoid clashes between MEP and Structural without 

disregarding the aesthetics of the project.  

 
Civil Surveyor 

Duties and Responsibilities 

Project Co-Ordinator 

• Assisting the client on materials selection, conducts meetings with the 

suppliers to have the most suitable and effective materials. 

• Prepares the bid documents /RFP. 

• Leading The bidding process by setting up meetings with contractor to 

ensure that the design intent is delivered to them before they do their 

proposals. 

• Reviewing the proposal of different fit-out contractors and prepares 

tabulation that leads to determining the appropriate contractor for a 

specific project. 

• Reviews shop drawings from contractors before execution. 

• Doing weekly site visits to make sure the quality of work during construction 

and to meet the hand over deadline. 

  

• Administering Subcontract Works (Civil Works, Structural Works, and 

Erection Works) and Purchase Orders (MEP Supply and Erection)  

• Assist in preparation of Subcontract Agreement and Purchase Orders as per 

the standard format.  

• Verifies and prepares Subcontractors monthly invoice payment, claims, final 

account/settlement, and variations orders. 

• Issuance of site instruction to subcontractor, providing notification and 

details of variation, and reconciliation of claims. 

• Prepares various correspondences which refers to commercial and 

contractual issues.  

• Reports to and coordinates with Contracts Manager and Procurement 

Manager. 

• Coordinate with the purchasing team for the purchase orders preparations 

for the equipment required and erection works. 

• Prepares and update the Procurement Service Register and Subcontract 

Service Registers for weekly and monthly reports. 

• Prepares Subcontractor qualification for Client submission for Vendors List 

approval. 

• Attends Client meetings and internal meetings. 

• Conducts site visits as required. 

• Performs other responsibilities associated with this position as may be 

appropriate. 

American Service Center (ASC) FZE LLC                          
(From 08.07.2007 To till date) 
 
 
 

 

 

 

   

 

 

 

 

 

 

 

 

 

        

 

 
     S K I L L S 

 

    Autodesk AutoCAD  

    Civil Surveyor  

    3d Max 

    Adobe Photoshop 

    Microsoft Office 

    Interior Design 

    Multi-Task Management 

    Site Coordination 

    Project Management 
 

 

  

  

 

W O R K  E X P E R I E N C E  

mailto:zaheer2uz@yahoo.com
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Project Assistant 

• Site visits and inspection every Wednesday and Saturday then present the 

accomplishments and progress in Technical Meeting. 

• Reviewing the Shop drawings from the Main Contractor. 

• Prepares request for information drawings. 

• Canvassing of finishes, furniture, and fixture; conducting meetings with 

suppliers, and prepares tabulation of proposals. 

• Developing 3D interior and exterior design thru AutoCAD perspectives. 

Contracts and Administrator: 
 

• Administers and establish Subcontract Agreements, Minor Subcontract 

Agreement and Work Order in accordance with the Contract Management 

Plans and approved procedures, to achieve delivery obligations to agreed 

standards. 

• Prepares Subcontract Agreements amendments and LOA / LTC to 

Subcontractors. 

• Coordinates with the Procurement Team for clarifications on commercial 

proposals and other documentation required for Subcontract preparations. 

• Ensures that terms and conditions will be appropriate and update contract 

details to maintain the integrity of contract information. 

• Review and verify Subcontract payment applications and prepares Interim 

Payment Certificates to various packages. 

• Issuance of Contractor’s Instruction to Subcontractor (CIS), providing 

notification and details of variation.  

• Prepares variation orders, negotiate, and agree on rates and issue for 

approval. 

• Coordinates with the technical department and construction department / 

site team for clarifications for variations works.  

• Attends monthly Contract & Commercial Meeting and prepares the minutes 

of meeting. 

• Prepares correspondences such as letters which refers to commercial and 

contractual issues. 

• Prepares register of subcontractor’s status and correspondences.  

• Prepares Taking Over Certificate (TOC) and perform contract close-out 

actions. 

• Reports to and coordinates with Contracts Manager.  

• Performs other responsibilities associated with this position as may be 

appropriate. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     Contracts and  

     Administrator: 
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Survey I (Planning Programming and Designing Division) 
 

• Conducted site visits to and site survey inspection for projects that include 

road works, hospitals, health centers and government offices. 

• Evaluated and analysed the data received from the site; responsible for 

determining the most suitable design required by taking cost into 

consideration, ensuring the project is within the allocated budget. 

• Prepared preliminary design based on the gathered data and applies methods 

of design, with adherence to government standards; proposed different 

options where applicable and ensures its effectivity and workability, as it 

requires approval and confirmation of Division Head. 

• Prepared quantity take-off of all elemental structure based on finalized and 

approved drawings. 

• Prepared the bill of quantities of structures: earthworks, concrete works, 

rebar works, formworks, finishing works and MEP works. 

• Prepared the pricing of each work item taking into consideration the 

materials, labour, and equipment; allowed percentages for indirect cost with 

strict adherence to standards and guidelines. 

• Prepared quotation requests to suppliers for updated prices of materials in 

the market and sub-contractors’ scope of work. 

• Prepared the Program of Work (POW), consolidating all the bill of quantities 

and rates to come up with the final project budget for management approval. 

• Coordinated with the construction team during project implementation. 

• Provided alternative design and proposal to areas where difficulties were 

encountered at construction stage. 

• Supports the Engineering and Project Division with cost and budgetary 

studies including value engineering studies. 

• Project analysis, commercial evaluation of tender evaluation of tenders. 

• Monitor, control, and update the list of supplier and subcontractors. 

 

  

 

 

 

 

 

Survey I (Planning Programming 

   And Designing Division)  
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AS Quantity Surveyor:     

• Prepared quantity take-off for all Steel structural works for  

        different projects.     

• Prepared tender documents and estimated new projects.     

• Prepared items for quotation to sub-contractors and suppliers.     

• Followed up quotation and negotiation.     

• Prepared tender documents. 

    

As Site Surveyor:     

• Supervised Subcontractor for structural and architectural works and checked 

to ensure that everything is followed according to plan specifications.    

• Coordinated with consultants during inspection.     

• Monitored delivery of materials.     

• Prepared daily and monthly progress reports.     

• Prepared quantity take-off for formworks, rebar works and other related 

structures for progress claim preparation; ordered materials for site use.    

• Supervised layering of brickworks and plastering works.  

 

 

 

 

 

 

 

 

 
 
 

      Quantity Surveyor and 

      Land Surveyor 
 

 

 

   
 
 
 
 
 
 
 
 

 Personal Profile 
 

➢ Nationality: - Pakistan 

 

➢ Date of Birth: - 06.01.1986 

 

➢ Passport No: - BR1017963 

 

➢ Passport Exp.: - 19/02/2030 

 

 Language 
 

➢ English 
 

➢ Urdu 

 

➢ Arabic 









ZAHEER ABBAS  .

Rumaila - Safety Foundation

This is to certify that:

Has successfully completed a training course on

12-May-2023

12-May-2026 12-May-2023

4240120523499733



ZAHEER ABBAS

22 Aug, 2024



ZAHEER ABBAS

22 Aug, 2024 22 Aug, 2026



165479479 

3 November 2025 

Zaheer Abbas 

Fire Safety Management 
A self-guided online course 

Tom Wambeke 








