Curriculum Vitae

Name: Jamal Hossam Alaila
Date of Birth: 28/11/1987
Nationality: Palestinian
Residency: Transferable

Driving License: Valid — Kingdom of Saudi
Arabia
Mobile: 0506974991 — 0597409624

Email: Jamalalaila5@gmail.com
Work Experience: Years of Experience: 13 Years

@

% Project Supervisor

Kingdom of Saudi Arabia — Future Horizons
Advanced Company (Bisha — Tathleeth — Al Lith — Al
Qunfudhah — Jeddah — Al Qahmah)

From: 06/08/2014

Present — Currently Employed

+ Duties and Responsibilities: -

- Monitoring attendance, departures, and overtime
(OT) in coordination with engineers and foremen,
and submitting reports to HR.

- Coordinating and managing project data and
reports.

- Supervising accommodation for workers and
staff.

- Following up on daily project progress and
ensuring implementation of project requirements.

- Perform administrative tasks as required by
management

- Resolving site-related issues and communicating
with relevant authorities.

- Following up on workers’ and employees’ affairs
and assisting in resolving their problems.

- Submitting small purchase requests to company
management.

- Monitoring petty cash accounts and settling
advances with management.

- Purchasing project needs from nearby suppliers.

- Following up on material deliveries, coordinating with
project suppliers, and contacting concerned parties as
required.

+ Sales Representative / Data Entry Clerk
e Gulf Establishment — Tathleeth, Saudi Arabia
From: 08/07/2012 To: 08/02/2013
Duties:
- Sales responsibilities
- Data entry and data organization
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«» Computer Technician
Al Iman Library — Tathleeth, Saudi Arabia
From: 08/07/2012 To: 08/02/2013
Duties:
- Maintenance and repair of computer
hardware
- Installation of operating systems and
computer software
% Matrix Information Technology Company —
Gaza, Palestine
From: 01/02/2011 To: 01/02/2012
Duties:
Computer programming - Office automation
-Telecommunications and technical support tasks

Qualifications:-

e Bachelor's Degree in Technology and
Applied Sciences

e Major: Computer Information Systems

e Al-Quds Open University — Gaza

e Graduation Year: 2012

Training Courses:-

- Computer Maintenance

- International Computer Driving License
(ICDL)

- Advanced Skills in Microsoft Excel
Skills :-

Site and Project Management
Administrative Coordination and Daily Follow-up
Handling Workers and Staff
Report Preparation
Computer Literacy and
Applications

- Communication and Problem-Solving Skills
Career Objective:-

Microsoft  Office

To work while adhering to the standards and regulations
of the company or organization, contribute effectively as a
team member, and leverage strong interpersonal skills to
build positive relationships and communicate
constructively. Eager to learn and develop new sKills,
enhance the performance of the team, and achieve the
goals set by the company or organization.

Languages :

Arabic — English.

References:-

Mohammed Ramadan — 0552238460
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