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OBJECTIVE

Well disciplined with proven ability to manage multiple tasks efficiently under extreme pressure while meeting tight deadline schedules.   Looking for a challenging opportunity with a reputed organization where my professional skills and experience will add value to the overall organizational development.

AREAS OF STRENGTH
· Dynamic, result driven, team player, aggressive, self-starter, positive behavior, flexible, strong planning and adaptable with ability to learn quickly.

· Ability to meet deadlines with confidence and adequate organizational skills.

· Self-motivated and a fast learner to adapt diverse environments.

· Good oral and articulated written skills in English.

· Outstanding Customer interactions.

· Working in Multi National work environment.
PROFESSIONAL EXPERIENCE
Working for Hemisphere FZE, in Dubai Free Zone Area, Dubai, United Arab Emirates.

· Position: Cost Administrator, Integrated Projects Dept.   10th Jan 2010 – till date
Worked for a leading worldwide E.P.C.I Contracting Company, J Ray McDermott, in Jebel Ali, Dubai, United Arab Emirates with Head office at Houston, U.S.A.

· Position: Cost Administrator, Project Management Dept.    Nov 2006 – Dec 2009
Concern: J. Ray McDermott is a leading worldwide marine solutions company with fabrication facilities in America, Middle East, Caspian and Asia Pacific.  Services include design, fabrication, transportation & installation of offshore platforms and installation of offshore pipelines.

Work Responsibilities: 

· Preparing cost report and invoices on a monthly basis.

· Preparing Houston monthly review package and also the backup files for each slides to be presented in the review.

· Updating milestone performance indicator file on a weekly basis.

· Monitoring the Pipelay progress for the project and maintaining daily backup.

· Coordinating all projects Houston review package and reporting to Management. 

· Preparing schedules for various offshore works done for the project.

· Preparing change orders for approved change notification forms from client.

· Working on various software’s like desktop change management system, cost control tracking system, lotus notes, and proliance.

· Preparing monthly report for the project.
· Maintaining a log for revision orders and change orders.

· Preparing sponsor meeting presentations, red book and blue book (both these books contains financial reports and other reports for Ras Gas project). 

Worked for ICICI Prudential Life Insurance Company, Cochin, Kerala 

· Position: Business Development Executive, HR Dept.   

 2005 - 2006 

Work Responsibilities: 

· Tracking of share values on a daily basis.

· Directing the customer towards progressive investment.

· Conducting training sessions for sales personnel during launch of new products.

· Monitoring the target achieved by various sales personnel on a monthly basis.

Trained in Doordarshan Kendra, Trivandrum, Kerala

· Position: Program Analyst (Broadcasting Media)                     On the job training    
                                                                                                                     program   

Work Responsibilities: 

· Preparing news stories for news bulletin.

· Editing snaps for news bulletin.

· Conducting seminars, quiz programs, debates etc inside studio premises.

· Coordinating camera men, news reporters for various exclusive coverage.

· Providing final approval for flash news, news bulletin and other programs.

· Maintaining soft copy of all news stories broadcasted on daily basis.

· Arranging anchors for programs conducted outside the studio premises. 

EDUCATION

· M.B.A (Master of Business Administration)    

      Dual Specialization - Marketing and HR                                        

      Sathyabama Institute of Science and Technology
                         

      Jeppiaar Nagar, Old Mamallapuram Road,                                             

      Chennai- 600 119

· B.A (Bachelor of Communicative English) 
      Sree Narayana College,             




 
      Punalur,                                                                                                   

      Kollam,




     

      Kerala       

SOFTWARE SKILLS
Operating Systems                        :  Windows 98/2000/XP/Vista, UNIX, MS DOS.

Database


        :   SQL Server 7.0, MS Access

Application Software
        :
MS Excel, MS Word, MS PowerPoint

PERSONAL DETAILS
Date of Birth



:  01–03–1982

Nationality


            :  Indian
Languages Known
  : English, Indian Languages (Hindi, Malayalam and

  Tamil)                                                                                                                                     
Place: Dubai
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