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The Safety Officer is responsible for ensuring a safe work environment by enforcing health and safety 

regulations, conducting inspections, identifying risks, and promoting safety awareness among employees. 

The role supports compliance with legal standards and fosters a strong safety culture within the organization. 

 Knowledge of occupational health and safety laws and regulations 
 Strong risk assessment and hazard identification skills 
 Strong risk assessment and hazard identification skills 
 Ability to conduct safety training and toolbox talks 
 Familiarity with personal protective equipment (PPE) and safety tools 
 Strong communication and coordination skills 

 Ability to work under pressure and meet deadlines 

 Compliance with company and regulatory standards 

 Fast and accurate typing 

 Proficient in MS Office (Excel, Word) and database systems 

 Time management and multitasking 

 Computer literate 

 

Position: Safety Officer 
Duration:   May 2024 - May 2025 
Location:   Riyadh, Saudi Arabia 

Company:  Metallurgical Corp. of China Ltd. (Saudia Branch) 

Position: Safety Officer 
Duration:   Mar 2021 - Dec 2023 

Location:   Islamabad, Pakistan 

Company:  TAHSIN CONSTRUCTION COMPANY PVT LT. 

 

Position: Data Entry Operator 
Duration:   Oct 2016 - Nov 2019 

Location:   Rawalpindi, Pakistan 

Company:  AGP GROUP PAKISTAN. 

 

Duties as Computer Operator:      my duties and responsibilities were monitoring computer systems, 

servers, and peripheral equipment to ensure optimal performance and functionality. To perform routine 

maintenance tasks such as system backups and updates, troubleshoot hardware, software, and system issues, 

and maintain detailed logs of daily operations, incidents, and resolutions. 

mailto:zakiinformation@gmail.com


DAE (Information technology) 

Punjab Board of Technical Education Lahore, Pakistan. 

 

Bachelor of Arts (Library & info. Sciences) 

Allama Iqbal Open University Islamabad, Pakistan. 

 

 NEBOSH 

 IOSH 

 OSHA 

 

      • First aid training.   • Fire aid training. 

      • Confined space entry training.  • Fire safety training. 

      • Fire fighting training.  

      • Work at height training.
 

 Urdu 

 Pashto 

 English  

 Arabic basic. 

1. Develop and enforce workplace health and safety policies. 

2. Conduct toolbox talks daily on site for awareness. 

3. Ensure work permit and its inspection. 

4. Conduct regular risk assessments to identify potential hazards. 

5. Organize safety training and awareness sessions for staff. 

6. Investigate accidents and prepare detailed incident reports. 

7. Ensure compliance with safety laws and regulations. 

8. Perform routine safety inspections and audits. 

9. Maintain accurate records of safety activities and incidents. 

10. Promote a strong safety culture among all employees. 

11. Develop and implement emergency response plans. 

12. Conduct fire drills and emergency preparedness exercises. 

13. Ensure proper use and maintenance of safety equipment. 

14. Monitor and manage the use of personal protective equipment (PPE). 

15. Communicate safety concerns effectively with all departments. 

16. Liaise with regulatory authorities and insurance representatives. 

17. Recommend improvements to minimize risks and enhance safety.  
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