
 

 

 

Whomever it may concern 

 

Subject:    post applied under your command 

 

Dear Sir, 

              I pursuit of further career prospects and to widen the horizon of my experience, I am exploring the 

possibilities of a challenging assignment in your organization of repute. 

Herewith enclosed a copy of my curriculum vitae, contents of which will give you a comprehensive  

Overview of my qualification and experience. I assure you that I shall discharge my duties to the 

Satisfaction of my superiors and endeavor my every effort for the betterment of the organization. 

I would therefore appreciate if you could consider my application and look forward to receive your positive 

response in this regard at your earliest convenience 

 

 

 

Thanking & Regards 

 

 

Bahaa Abdelmonem Omar Zedan 

 

 

 

 

 



 

    Bahaa Abdelmonem Omar Zedan 
 

 

Phone: 00971-0508680465                                        

Email: bahaazedan62@gmail.com 

 

 

 
OBJECTIVE  

 

Seeking an opportunity to use my customer service and 
management skills to improve customer satisfaction. 

 

 

 
 

 

 
Admin Coordinator/ Hamad International Airport Jet A-1 

Supply Project (JSPP) 05/2015- 01/2018 
 

• Liaising and providing administrative support to the 

projecr team. working closely and collaborating with the 

client and representatives  

• sourcing accommodation and facilities requirments for 

all members of the projecr team  

• coordinating with the HR team to onboard new 

employees 

•  renewing visas and Work permits for new and existing 

projecr team members  

• Liasing with the main office to provide updates on 

expenses and the projecr team's timecards on the ERP 

system  

• Managing all invenrory and sercing as the main point 

contact for providing assistance with device set-up. 
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Senior Security Coordinator/ PSS, OBD, Qatar Gas Co. 
05/2013- 04/2015 
 

 

• Monitor and operate security systems (Fire Alarm, CCTV, 

Access Control-Lenel-Cardex_ Fire Works-ANPR) at the 

fire command center (FCC) 

• Team Leader in respond to emergencies taking place in 

the tower as per plan procedure 

• Direct security personnel as per operational 

requirements activating lift access and barrier access 

cards for the employees  

• Accommodate the staff requests received on the FCC 

hotline 

• Carry out emergency response and fire alarms exercise 

at quite hours and weekends 

• React investigate and record incidents by generating 

reports on Qatargas portal 

• Participate on drafting security policies, procedures, and 

post orders to manage daily activities  

• In charge of contractor security personnel and do 

random checks for assure standard performance. 

• Establish standards for personnel performance and 

customer service. 

• Ensure gym facility is maintained clean, safe and orderly 

and kept in good working condition. 

• Supervise day-to-day operations of the gym, canteen, 

security section and personal training sessions. 

• Resolve issues and complaints pertaining to personal 

training from customers. 

• Implement customer suggestions and recommendations 

to optimize training program. 

• Maintain all paperwork regarding personal training 

schedules and procedures. 

• Recruit and train Personal Trainers in their respective job 

duties. 

• Ensure that the customers are given high quality 

services and assistance when needed. 

• Direct security personnel as per operational 

requirements 



• Participate on drafting security policies, procedures and 

post orders to manage daily activities and a random 

check for assure standard performance 

• Investigate and solve the daily problems and report to 

head of general service manager 

• Ensure safety procedure over all the area. 

• Performs routine customer service-related activities, as 

appropriate to the position, such as security escort, 

providing directions to locations and/or services, and/or 

courtesy transport. 

• Establish operation strategy in a team for improving the 
service 

• Prepare data and information for making regular report 
data analysis. 

 
 
 

 
Cam Boss, Transport & Garage Saad Hilal, Qatar 

 
01/2010 – 05/2013 
Responsibilities: 

 

• Provide comfortable/suitable accommodation responsible for 

camp security, maintenance and upkeep of residential premises, 

mess, housekeeping, HSE 

• Manage the camps where multi services (catering, housekeeping, 

and laundry) are provided 

• Maintain a very good workers relationship within the limit. 

• Daily briefing in the morning to the superior about the camp 

occupancy. 

• Monitor and mentor the subordinates to achieve safe and 

comfortable stay. 

• Inspects all of the camps operations daily. 

• Keep and maintain an approved record of company supplied 

equipment 

• Making necessary documents time to time/ daily basics and 

submit to superior end of the month. 

• Prepare maintenance job requisition and follow up till job 

completion. 

• Define logistics strategy within the organization policies and 

procedures and ensure effective integration of logistics operations 

• Identify, mobilize resources, implement and report on special 

logistics operations 

• Ensure effective land transport storage and handling management 

including regular reviews 

• Ensure effective commodity management and quality control 

• Manage organizations field fleet security arrangements and 

coordinate any evacuations 

• Supervise staff as required 

 



 
 
Admin, Qatar Petroleum Co- Ras Laffan. 

06/2007 – 05/2009 
Responsibilities: 

 

• Increase daily target in Ten-days gate passes to RLC from100 

into 200. 

• Managed the invoice payments via POS system credit and debit.  

• Handled the daily financial report to finance department and 

direct supervisor. 

• Handed over the general monthly reports to head office. 

• Data entry of RLC traffic violations 

• Increased the daily target in permanent and temporary passes. 

• Increased daily target in daily and thirty days gate passes as 

required. 

• Active receptionist in RLC passé section. 

 

 

System Supervisor, Commercial bank of Qatar (CBQ) 
  08/2004 - 08/2006 

Responsibilities: 
 

1) esure the security contor room is operatinally ready and 

effectively managed by the contractor at all times. 

2) Compile and manage all statistical graphs and record related to 

security incidents, report, security bio data. 

3) Responsible for all site security compliance matters. 

4) Conduct security audits and make p[olicy recommendations. 

5) Develop and update business continuity  and disaster recovery 

protocols. 

6) Train fellow employees in security awareness and procedures. 

7) Defend systems against authorized access, modification. 

8) Perform vulnerability and networking scanning assessments. 

9) Implement security policies, application security, access control 

and corporate data safe guards. 

10) Conduct daily site inspection to verify compliance to agreed 

deployment plan and break schedule. 

11) Provide necessary training and testing to ensure security, safety, 

and emergency response, regulations, guidelines. 

12) Ensure CCTV system management is in accordance to agreed 

standards. 

13) Ensure key management by security are in accordance to agreed 

standards. 

14) Ensure access control  system are operational and managed in 

accordanct to agreed standards. 

15) Ensure all security inventories are regularly inspected an 

accounted for, ensurire security ID entries by compliling and 

analyzing account information. 

16) Maintain and balances subsidiary accounts by verifying, 

allocating, posting, reconciling transctions, resolving 

discrepancies. 

17) Summarizes financial status by collecting information, preparing 

balance sheet, profit and loss, and other statements. 

 



EDUCATION 
 

       
Bachelor of Commerce – Department of Accounting 2002 

      

HPA- Qualified Accountant Diploma 
 

 

ADDITIONAL 

SKILLS  

SHE Understanding. 

Ethics and integrity  
Teamwork/trust and empowerment 
Quality/Quantity of work 

Planning /Organizing 
Service orientation and problem solving 

------------------------------------------------- 
Qatar & Egypt Driving license 
Outlook User 

 

 

Nationality: Egyptian. 

Marital status: Married. 

Date of Birth: 16th Aug, 1981. 

Personnel 
information 

                  
 

 



coNsoLlDATED CONTRACTORS GROUP S.A.L. (OFFSHORE) (CCC) / TEYSEER
CONTRACTING COMPANY W.L.L. J.V.

EPIG for Hamad lnternational Airport Jet A-1 Supply Project
P. 0. Box 22056, Doh a-Q alar, I e1.4021 2444, F ax. 40212431

Ref: JSPP/ADM 117970

Date: Jan 08, 2018

TO WHOM IT MAY CONCERN

This is to certify that Mr. Bahaa Abdelmonem Omar Zedan holder of Egyptian
passport bearing number A03105991 was in our employment of Consolidated
Contractors Group S.A.L (Offshore) (CCC) EPIC for Hamad lnternational Airport Jet
A-1 Supply Project (JSPP) during the period from May-2015 to Jan-2018 in the
capacity of Admin Coordinator.

l'le was released from this Project due to Redundancy.

This certificate is issued upon his own request and without any liability to the

Company.

For Consolidated Gontractors Group S.A.L. (Offshore) (CCC) /Teyseer

Manager - HR &

Contracting Company WLL - JV.t ffi/4 6%;*m
M.'Fadi Boustani Yo.,

ffi;h
Q"^ 
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