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Professional Profile:

Experienced Secretary cum Document Controller / Cost Assistant with expertise in Office skills, highly developed mental capabilities, exceptional interpersonal skills and officiate obligations with full concentration and dedication.

Career Objectives:

To obtain a position of Document Controller jobs through your organization, which will enable me to use my talents, creativity and ability to the maximum, and contributes to the mutual growth and willing to learn more.

Over View:

A result oriented self-starter skilled learner, effective communicator a quick learner very adoptive determined great team player and a problem solver.

	Total Experience
	:-
	18 ½ Years ( 11 yrs in Dubai + 07 ½  yrs in  India )

	Special Skills
	:-


	Strong Analytical ability, Excellent communication, Highly motivated, strong interpersonal skills,


Employment History

	Employer (1)
	:-
	OVERSEAS AST CO LLC, Dubai (A member of the Khalifa Juma Al Nabooda group of companies)

	Designation
	:-
	 Project Secretary cum Document Controller

	Tenure
	:-
	24, April 2007 – 20 September 2010

	
	PROJECT:  Client: TDIC (Tourism Development Investment Corporation) – Eastern Mangrove project - Excavation, Reclamation, Marinas and Sea Wall (Diaphragm wall) Construction. Earthworks operation in the Cofferdam to form platform and Pontoon installation by Technomarine, Canada
· Prepared (type), compile & file progress reports, schedules, correspondence and any other documents pertaining to the project.

· Maintained a proper project filing system as per ISO requirement.

· Handling & coordinate communication between the site office and the main office.

· Maintained records of staff leave, attendance, punctuality and movement of site personnel and to keep the Human Resources Dept. informed of such changes in a timely and accurate manner. 

· Coordination & arrangement for meetings pertaining to the project.

· Maintained a proper record of MMR (Material Monitoring Record) on material received at site. 

· Matching of DOs/Invoices and MMR and to send them to the main office at the stipulated dates.

· Maintained record of fixed and housekeeping assets at the project sites. 

· Compiled record of staff overtime, petty cash claims and casual workers’ wages and to send them to the Human Resources Dept. within the stipulated dateline.

· Implemented and all relevant policies, procedures and work instructions as so defined in the Company’s Quality System.

· Updating drawings and documents on the system we called ACONEX.
· Sending and Receiving, Incoming and Outgoing mails, sorts, registers and stamps date.
· Prepares Outgoing mail for dispatch and maintains daily master file of Incoming.
· In-charge for all the expenses occurred by the Project (PettyCash managing) & Transportation arrangement for site staff.


	Employer (2)
	:-
	AL SAHEL CONTRACTING CO LLC, Dubai (A member of the Khalifa Juma Al Nabooda group of companies, ISO 9001: 2000 – LRQA Certified)

	Designation
	:-
	 Cost Assistant - Project Planning & Cost Control Dept.

	Tenure
	:-
	 June 2005 – Mar. 2007

	PROJECTS:
	1. Office Park at Dubai Internet City (2B+G+M+4,5,7 Buildings) - Dubai Properties
2. Construction of (B+G+10+Roof) Bldg at China Town, International City. – Nakheel

	· 
	Reporting to Project & Cost Control Engineer.

	· 
	All Secretarial activities (plus extensive work in Excel)

	· 
	Being in the construction field, specialized in preparation of Programme of Works, Bar Chart Programmes, Material Submittals, Monthly Invoices, QA/QC documents, Method Statements, RFI, CVR etc.

	· 
	Work includes daily running of office, maintenance of muster (both staff & labour), preparation of monthly attendance statements, record keeping & inventory, raising stationery requirements etc. 

	· 
	Look after the front office desk.

	· 
	To Work Under Pressure And Flexible Hours.

	· 
	Exert complete control over receipt, distribution & maintenance of all documents & drawings (Presently catering to site staff strength of more than 100 Nos. &  more than 30 major Sub Contractors)

	· 
	All routine Document control works & office administration.



	Employer (3)
	:-
	MBM, Dubai (Contractor for Dubai Petroleum – Recreation Centre 4 years & Medical Clinic 2 years.)

	Designation
	:-
	Office Assistant

	Tenure
	:-
	10 July 1996 to September 2003 (7 years)


· Answer telephones and transfer to appropriate staff member. 
· Meet and greet visitors while booking appointment
· Create and modify documents using Microsoft Office. 
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 
· Maintain hard copy and electronic filing system. 
· Sign for and distribute UPS/Fed Ex/Airborne packages. 

· Collect and maintain PC inventory. 

· Other duties as assigned. 

	Employer (4)
	:-
	MEENA & CO., India

	Designation
	:-
	Sales Coordinator

	Tenure
	:-
	20 Nov. 2003 to 15 Mar. 2005 (1 ½ years)


· Maintaining a healthy relationship with existing customers while opening up fresh customers.

· Providing sales and administrative support involving efficient handling of top and confidential agreements.

· Supporting the sales team in attaining sales targets.

· Updating status of sales order in the database.

· Maintaining an efficient work environment

· Coordinating and responding to all requests of internal meetings.

	Employer (5)
	:-
	ECONOMIC INVESTMENTS CO. PVT. LTD., India

	Designation
	:-
	Office Assistant cum Computer Operator

	Tenure
	:-
	May 1993 to June 1996 (3 years)


Worked as an Office Asst. cum Computer Operator, assigned project for FOSTER‘S BEER which commissioned at Mumbai, India. The job included basic administrative duties, including making presentations in MS PowerPoint and all other office routine jobs.  

	Employer (6)
	:-
	MURUGAN & CO., India

	Designation
	:-
	Office Assistant cum Computer Operator

	Tenure
	:-
	May 1989 to April 1993 (3years)



Supervision of overall office activities and maintenance including the Front Office reception area, mail, equipment, supplies, billing and facilities including vendor management.
Educational & Other Qualification  

	· 
	Bachelor of Science in Chemistry  - Incomplete

	· 
	Diploma in Software Commercial Application, BDPS, Chennai, India

	· 
	Diploma in Project Management & Office Administration, NILEM, Chennai, India

	· 
	PRIMAVERA P6 certificate course, Chicago Institute, Abudhabi, UAE

	· 
	English Typing High speed 67.5 wpm

	· 
	Hindi – Madhyama level

	· 
	Well Versed with MS Office suite (MS Word, MS Excel, MS PowerPoint, Outlook Express, etc.)


Personal Status  
Name
:-
Vasudevan 
Date of Birth 
:-
01st of January 1969

Languages Known
:-
English, Hindi, Tamil & Malayalam

Nationality
:-
Indian

DECLARATION
I hereby declare that all the above information given by me is true to best of my knowledge and belief.
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