  CURRICULUM VITAE

VASIM
Email: vasim.101663@2freemail.com







[image: image1.jpg]





OBJECTIVE :
To obtain a challenging career to utilize my skills in serving an organization to my best known knowledge and hoping to play an inventive and active role in the organization’s growth.

EDUCATIONAL QUALIFICATION:
· B.Sc. (Physics)

1999 – 2002, Madras University, Chidambaram, Govt. Tamil Nadu

TECHNICAL QUALIFICATION:
· HIGHER TYPEWRITING in ENGLISH

(60 WPM, Dept. of Technical Education, Govt. of India, February 2003)

· INTERMEDIATE EXAMINATION in SHORTHAND ENGLISH

(100 WPM, Dept. of Technical Education, Govt. of India, February 2003)

· DIPLOMA IN COMPUTER HARDWARE TECHNOLOGY

(TCPS InfoTech India (p) Ltd., June 2004 & 5th Rank Holder)

· DIPLOMA IN APPLICATION PROGRAMMING

(DC Elcot Software Ltd., February 2004)

· COMBINED BASIC FIRST AID AND BASIC FIRE FIGHTING
 (Emirates Technical & Safety Development Centre, Dubai, December 2012)

· COMPUTER – CUM – INTERNET LITERACY PROGRAMME

(Department of Higher Education, Govt. Tamil Nadu, April 2003)

ADDITIONAL QUALIFICATION:

· Having valid UAE DRIVING LICENSE

COMPUTER SKILLS:

Operating System
:
Dos, Windows - 9x, Me, XP, Vista, 7 & 8

Packages

:
MS - Office, Tally 5.4, Photoshop

RDBMS

:
Oracle 8.0

Front End Tool
:
VB 6.0
EXPERIENCE :

Having more than 10.5 years of experience as an Executive Secretary in the field of Engineering, Construction and Oil & Gas.
· EXPERIENCE in U.A.E:
Working as an Executive Secretary cum Office Co-ordinator in Technical Associates, Power Projects Division, Abu Dhabi, U.A.E., from 23rd June, 2007 to till date.
· EXPERIENCE in INDIA:

Worked as a Secretary cum Computer Operator to Advocate Mr. Sambandam M.A., B.L., from January, 2005 to May, 2007.

JOB RESPONSIBILITIES:

· Providing high level secretarial and administrative support to Divisional Director and 
Sr. General Manager. 

· Answering telephone, screens callers, relays messages and greets visitors and present the company status for the customer. 

· Maintains calendar, schedule, appointments and meeting rooms.
· Recording appointments and identification details of Director / Sr. General Manager. 

· Arranging meetings and attending the meetings with Director to take minutes / notes or on behalf of Director.

· Preparing Meeting agendas and presentation.

· Recording of decisions taken and their subsequent implementation. 

· Typing routine correspondence and reports by dictation (Shorthand) or handwritten copy. 

· Makes travel, visa and accommodation arrangements. 

· Reminds for meeting schedule, credit card payment and other payment related tasks.

· Communicate with the relative person of the whole company departments. 

· Maintains petty cash fund for stationery and pantry expenses. 

· Locates and compiles information and formats reports, graphs, tables, records and other sources of information. 

· Maintains company records through filing, retrieval, retention, storage, compilation & updating. 

· Completes various request forms for office supplies and equipment as directed. 

· Keeping record of stationery stocks. 

· Preparing Daily, Weekly Monthly Progress for Site Activities.
· Submit Cost Analyzing Chart for completed activities of Testing & Commissioning Dept. for Management Meeting.

· Handling day to day correspondence and activities. 
In Commercial Department :

Partially working as a Commercial Assistant for the last 2 years,
· Preparing Comparison sheet and finalize all quotations for Local Purchase Order.

· Raising all Local Purchase Orders (LPO) for Civil Dept. by using of SAP.

· Receiving all the invoices related to Civil Dept. and checking all the invoices with ordered materials / LPO and will be certified for payment process.
· Preparing materials related orders and enquiries.

· LC application for local delivery with minimum clauses.

· Preparing the LC amendment based on the delivery schedule.

· Preparing the Guarantees and Bank related correspondences.

In HSE Department:
Also, working in HSE Department as a HSE Co-ordinator for the last 2 years,

· Co-ordinate with all ongoing sites to receive Weekly Inspection Reports and preparing consolidated reports for HSE Management Meeting.

· Maintains HSE records through filing, retrieval, retention, storage, compilation & updating. 

· Assist the HSE Manager with the routine works. 

In Projects Department :

· Preparing all the procedures / documents for GASCO Projects.

· Preparing Method Statements (MS) and Material Approval Request (MAR) for all materials / works to obtain approval from Consultant / Client for GASCO Projects.

· Using WRENCH Software for uploading / submitting the documents such as Method Statements and MARs.

· Applying ELOA for all suppliers / subcontractors to obtain approval from Client.

· Preparing NOI / NOC documents for all ongoing projects and uploading in Municipal NOC Portal and following-up to get NOC from various Departments of Clients / Consultants.
· Preparing reply sheets for comment sheets which are commented by Client / Consultant.
· Preparing Prequalification documents for Client / Consultant’s approval.

· Check Payment Status and Local Purchase Order for Monthly Project Progress Review Meeting.

PERSONAL DETAILS:
Sex

:
 Male

Date of Birth

:
 07.07.1981

Marital Status 

:
 Married
Nationality 

:
 Indian

Religion 

:
 Islam
Known Languages 

:
 English, Malayalam, Tamil & Hindi (Basic)
Visa Type

:
 Employment
DECLARATION :
I hereby declare that the above mentioned details are true to best of my knowledge and belief.
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