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	SHEHIN 
HR Executive, Training Coordinator, Medical Coordinator, Document Controller and Storekeeper
(7+ years of UAE Experience)

           SHEHIN.126178@2freemail.com 
















	QUALIFICATIONS
	YEAR

	Bachelor of Technology  in Information Technology
(MG University,Cochin, India)
	2003-2007

	Vocational Higher Secondary (VHSE)

(Board Of Vocational Higher Secondary Examinations, Govt.of Kerala, India)
	2001-2003

	Matriculation 10th     
(Board Of public Examinations, Govt.of Kerala, India)
	2001
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PERSONAL & PROFESSIONAL OBJECTIVE








� EMBED PBrush  ���





Star Services


Abu Dhabi – UAE, P.O.Box 2333








To work in a dynamic professional environment as a part of professional team with a growing organization and utilize my skills and experience for benefit of the organization and myself








PROFESSIONAL EXPERIENCE SUMMARY





7+ Years of UAE experience in the fields of HR executive, Training Coordinator, Medical Coordinator, Document Controller, Storekeeper.


My knowledge in these domains have helped me further my career aspects and I am presently looking for an growth in my career where I will be able to use my current skills as well as to learn new methods and technologies.








EMPLOYERS DETAILS





Abu Dhabi Gas Industrial Ltd. (GASCO), UAE	(1.11yr)


Document Controller �



Jan 2015 – Present �
�
Abu Dhabi Gas Industrial Ltd. (GASCO), UAE	(3.4yr)


Administration Officer�



Sept 2011 – Jan 2015


�
�
Telecommunication Services & Technology  (ETISALAT), UAE   (1.1yr)


Storekeeper�



July 2010 – Aug 2011


�
�
Abu Dhabi Transporting Company (DoT), UAE   (0.9yr)


Office Administrator�



Sept 2009 – Jun 2010


�
�






CERTIFICATION








TECHNICAL SKILLS








Accountants Service Society





ISO 9001 :2000 Certified Vocational Training Organisation (PD/10)


�





Windows Server & Windows 10,8,7,Vista 


Oracle


Maximo


Eservices, Live_link, CMS system 


Business Intelligence


Tally & Peachtree


AutoCAD (Civil)


C++


Microsoft Office





Document Controller :-


Update the Electronic Data Management System (EDMS) currently Smart Plant Foundation(SPF) and Livelink with the latest documents and revisions.


Maintain the flow of both electronic and physical controlled documents while logging, tracking and maintaining plant documentation.


Recognize documentation problems, recommend solutions and put the solutions into action.


Scan, image, index and organize documents project wise


Archive, control and retrieve records as and when needed


Keep records of project details, meeting minutes, technical specifications


Classify, sort and categorize documents in alpha-numerical order


Control issuance of documents and seek proper approval for the same from senior authorities


Assists office staff in maintaining files and databases


Trained junior employees in maintaining, retaining and retrieving documents


Administration Officer :-


Participate in the development of company annual trainingplan by assisting line personnel review, analyse and evaluate proposed training courses to ensure the courses support the organizational operational/technical training objectives and requirements.


Support the implementation of plans/career and succession planning & development program activities as per set timelines and quality standards in order to achieve the required skill levels in the technical functions.


Manage and update training information, arrange the learning resources or documents such as training material, operation manuals, technical drawings, operation/technical procedures etc.


Coordinate and implement internal, external, vendor and OJT training courses for development of the assigned department personnel whilst ensuring all venues, materials, trainers, training aids and associated functions are organized and available to meet the planned training presentation activities.


Prepare and coordinate induction programs for new recruits and visitors, to explain the facility process, organization and safety regulations.


Plan, organize and coordinate work experience programs for scholar of outside educational institutions (HCT, PI, ATI, and University) to facilitate effective public relations and development of young talent.


Follow up of progress reports for junior trainees (CAS) on quarterly basis whilst providing progress reports for CAMS graduate engineers (monthly, quarterly and 3 months Look Ahead PLAN).


Storekeeper:-


All receipt/issue and inspection of materials in store along with proper formalities 


Responsible for the store, the material and the manpower associated with it, including its safe custody and security. All materials stored as per MSDS specification


Daily material stock register maintains


Monitored the functioning of store equipment and reported problems and failures to the supervisor


Keep proper records and tracking in maximo for material issues 


Update monthly report for customer complaints and material issuances


Office Administrator :- 


 Maintain and organize supervisor’s diary and schedules for meetings/appointments/contacts, prioritize his tasks and render assistance to ensure effective time management. 


Process incoming and outgoing mail, includes sorting, date stamping and attaching references, send/receive email or facsimile messages.


Receive and answer telephone calls, take down/relay messages, and answer routine queries.


Apply computer programs to prepare slides for management presentations and workshops or other purposes related to the Division.











DUTIES & RESPONSIBILITIES





EDUCATIONAL QUALIFICATIONS





PERSONAL ATTRIBUTES





Quality conscience, interest to learn and work on new projects.


Strong in technical and communication skill.


Can easily adapt organizational changes and new trends


Mentality to work hard.


Positive and practical approach with self confidence.


Give a firm promise to keeping company information confidential.








LANGUAGES








ENGLISH


HINDI	


MALAYALAM
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PERSONAL DETAILS








: Indian


: Married


: 01-Apr-1986


: Muslim


: Abu Dhabi, UAE 


: 01-Nov-2017


: IND


: Employment (Residence Visa)





Nationality


Marital Status


Date of Birth


Religion


Resides in 


Expiry Date


Driving License


Visa Status








 I hereby declare that all the information stated in this resume is true to the best of my knowledge and belief. 
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