
PROJECT SUPERVISOR
HASHEM M. ASTITEAH

- Developing and implementing projects work plans and review as    
appropriate to meet changing needs and requirements.

- Evaluateing projects and recommend report to identify issues and 
opportunities to improve performance going forward.

- Managing and evaluating project's needs, timeframes, and costs.

- Ensuring projects activities are being conducted according to 
schedule.

- Establishing monthly projects goals for job sites and making sure 
these goals are achieved 

- Delegating in HR matters for our clients (Kuwait Oil Company)

- Excellent background in labor law & visa/work permit procedures.

- Developing a web application (HR system) to easily track 
employees' leave balance, Permission, and sick leave balance.

- Delivering high quality reports to operations in timely manners.
  
- Quality check on balance sheet notes & Income statements’ 

reports.

- Scheduling and attending meetings, creating agendas and taking 
minutes - shorthand may be required.

- Arranging travel and accommodation in hotel rooms or staff 
house for crew staffs or customers and other external contacts

 
- Planning & organizing in-house and external events or Shutdown 

Parties. 

- Arranging & organizing staff house accommodation for more 
+800 employee in both crews.  

- Preparing monthly payrolls for our client “KOC 
employees”(Manpower contracts) 

- Assuring timely payment of all Inter-company payables; maintain 
outstanding payables at least less than 90 days.

PROJECT SUPERVISOR
AL-RHAMA INTERNATIONAL 

2017 - PRESENT

HR COORDINATOR
SCHLUMBERGER (WESTERNGECO)

2015 - DEC-2016

PROFESSIONAL EXPERIENCE

WORD PROCESSING

SPREAD SHEETS

PRESENTATION

DATA BASE

DIAGRAMS & VECTORS

MAILING

PHP

HTML

JAVA SCRIPT

C#

CSS3

OFFICE 365

ACTIVE LISTENING

EMPATHY

COMMUNICATION

LEADERSHIP

TEAM WORK

PLANNING

Phone
+965-5599-1180

Address
Kuwait, Mangaf, KW

LinkedIn
Hashem Mohammed

E-mail
hashom_@hotmail.com

PERSONAL PROFILE

Highly Qualified, skilled and well-developed Business professional with 9 years of experience, 
possess diverse knowledge in business processes and proactive decision making skills, A 
Capable Business Professional with abilities to manage contracts (commercial, risk and 
reporting), customer service processes, personnel, and information technology services.

https://www.linkedin.com/in/hashem-mohammed-a77bb761


PROFESSIONAL QUALIFICATIONS 

Bachelor Degree in Information Technology and Comput-
ing (With Second Class Honors) Faculty of Science

1-Courses in Upper intermediate English Level from Kuwait 
Oil Company (Grade 88%).

2-Courses in English writing & conversation from National 
Institute (Grade Excellent)

ARAB OPEN UNIVERSITY (A.O.U)CLASS OF 2015

COURSES

EDUCATION

- Setting up workstations with computers and necessary peripheral 
devices (routers, printers etc.) 

- Developing and maintaining local networks in ways to optimize 
performance. 

- Developing, designing and delivering web site structure for 
Internet/Intranet sites. 

-  Implementing design standards and styles that ensure a high 
level of design and coding efficiency, consistent with current 
standards, laws, and trends. 

- Data entry into database/Website for any incoming local or 
international news. 

- contributing in developing Al Shahed website to meet our 
requirements ( ALSHAHED WEBSITE) 

- Cooperating with technical team and share information across the 
organization/Online. 

- troubleshooting, testing, repairing and serving technical 
equipment. 

- Performing Daily Backups for Al Shahed’s data.

IT TECHNICIAN
AL-SHAHED NEWSPAPER 

2009 – FEB 2015 
















