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OBJECTIVES.

To use my professional skills, experience and educational qualifications to obtain a suitable position where I am constantly challenged. This position would ideally be long-term where my dedication to my job would be respected. My greatest strength is my administrative capabilities and communication skills in a multinational environment.

SECRETARIAL SKILLS:

· Good self correspondence and articulate.
· Manpower management using software

· Filling of all relevant documents

· Documentation        : MS office.
· ISO Documentation, Updating.

· Assimilating and distributing information
· Labor issues resolving.
IT SKILLS
· Well versed in hardware and software basics. 

· System troubleshooting
· Professionally qualified to support IT related activities in an environment.
WORK EXPERIENCE.

May 2008 - Present 
· Concern name              : Gulf Precast Concrete Company L.L.C.-Abu Dhabi –U.A.E.

· Designation                  : Secretary / Document controller
Responsibilities:

· Coordination with and reporting to Production Manager for Administrative requirements

· Accounts handling of worker wages , store and factory.

· Responsible for document control and archiving in order to projects by reference number. 

· Coordination for office documents and processes on periodic basis as per requirement.

· Drawing register updating and configuration

· Updating database and scheduling meeting as per requirements

· Coordinating with technical staff and Assisting engineer in cost control activities

· Report updating and generation

· Responsible for document and data flow and adherence to relevant standards and procedures as per ISO 9001:2000.

· Coordination with relevant departments including Administration & HR in accordance with company policies, procedures and recruitment strategies.

· Coordinating with Material & Manpower Supplier Companies.
· Managing records and reports for more than 200 workers and providing accurate information and reports to the concerned using various software including Microsoft Access database.

· Handling petty cash, purchases and smooth functioning of office. 
PREVIOUS EXPERINCE

June 2006 to April 2008
· Concern name               :  Hetchco - India.

· Designation                   :  Secretary - IT Technical department.
Responsibilities:
· Preparing letter, internal office memo, preparing meeting schedule Documentation, filing and archiving.

· Coordination with HR, Administration department, Accounts department
· Manpower control, H.R related works

· Reports updating and processing

· Installation and configuration of windows operation system

· Managing Local area Network, Perform user and group Administration.

· Troubleshooting, configuring and managing the desktops
ACADEMIC PROFILE.

· M.Sc Computer Science

Bharathidasan University.

Trichurapalli.

2006 April.

7.2 CGPA (Cumulative Grade Point Average) (A++).
· B.Sc Computer Science

Bharathidasan University.

Trichurapalli.

2004 April.
PERSONAL DETAILS: 
· Date of birth

: 13-03-1982.

· Age


: 28 years.

· Nationality

: Indian.

· Marital status

: Married.
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