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A Professional with lots of enthusiasm in systematically achieving Personal, Departmental and Organizational goals.
PROFESSIONAL SYNOPSIS
·  Key Experience in Oil Field Industry: At present working as ADMINISTRATIVE  SECRETARY / DOCUMENT CONTROLLER   in ALSA ENGINEERING   AND CONSTRUCTION CO. L L C., ABUDHABI UAE managing multi discipline projects for ADCO 
· 6 + years experience altogether in Oil and Gas field Construction company, UAE.
· Coordination between Site Employees and H.R. Dept.
· Maintaining of Attendance sheet for Payroll & Salary Coordination
· Vehicle Arrangement
· Coordination of Manpower & Equipment
· Project Documentation& monitoring of  incoming - out going of project correspondence
EDUCATIONAL QUALIFICATION
· Bachelor Degree in History from University of Calicut – India 

· Master Degree in Sociology from University of Madras - India.

· Master Degree in Malayalam from University of Calicut – India.
· Bachelor Degree in Education(B.Ed) from University of Kerala – India.
· Post Graduate Diploma In Computer Application
JOB DESCRIPTION 
· Responsible for all incoming & outgoing project correspondence, Engineering documents, emails, and any other type of documentation generated for Clients 
· Responsible for overall management of all the project documentation processes 

· Updating of documents received in Registers (MS Excel) for tracking purposes 

· Responsible for the receiving & issuing of project documents 

· Involved in all aspects of document filing coordination 

· Transmitting of all documents formally to Clients 
· Preparation, filing, compilation and issue of technical documentation and correspondence 

· Maintain document registers, status reports, filing systems and the electronic 

· Publishing weekly status report for outstanding documents pending submission and pending responsible engineer’s review/approval 
· Make copies and distribute to Clients and responsible engineer for review/approval 
· Publishing weekly status report for outstanding documents pending submission and pending responsible engineer’s review/approval 
· Expedite responsible engineers and Clients of any outstanding documents 

· Plan and manage organizational events like Board Meetings, Staff Parties and get-together.
· Prepare procedures for Document Control. 

· Have successfully completed Final Documentation handover.

· Coordination between Site Employees and HR.

· Preparation, issue, follow-up and verify all vendor bills relating to the facility operations and administrative services such as stationery/printing etc. and ensure compliance to statutory subscriptions.

· Devise, monitor and maintain all related tracking / inventory sheets in respect of consumables, office supplies, vendor payments, material / visitor movement, key handling, badging and other relevant activities. 

· To prepare periodic (Weekly / Monthly) reports as may be required.

·  Maintain confidentiality Responsible of all information of the company and keep a track of all the important files.

· Arrangements of CNIA Security Pass for Site Workers

· Coordination of HR Matters Like Medical, Visa Renewal and Passport Renewal etc..
CERTIFICATION COMPLETED

· Post Graduate Diploma in Computer Application 

· H2S & BA Training From Emirates Technical & Safety Development Centre
WORK EXPERIENCE/ TRAINING/ PROJECT

ALSA ENGINEERING & CONSTRUCTION CO.L.L.C.  CONTINUE    March ’2009 – 
ADMINISTRATION DEPARTMENT:-“ADMINISTRATIVE SECRETARY / document controller ”
· ALSA Engineering and Construction Co.L.L.C. Dedicates itself to multi-dimensional engineering and construction projects in UAE, focusing mostly on the oil and gas sectors. Projects have involved Civil, Mechanical, Electrical, Instrumentation, Telecommunication, and Cathodic Protection Works. ALSA works closely with the ADCO, which constitute its main clients. ALSA consists of individuals with more than two decades experience of working with the ADNOC group of companies in the oil and gas sectors. 
Current Project:
· EPC for Nitrogen Gas Injection (NGI) Pure Case

Completed Projects:
· EPC Project of Cathodic Prtection for ADCO Bab Fields
Client: ADCO ( Sub-Contractor of Emdad)

·  ADCO BAB Gas Compression Project. 
Client: Abu Dhabi Company for Onshore Oil Operation- ADCO
· ADCO Shah Asab Sahil Project –PMRF 
Client: Abu Dhabi Company for Onshore Oil Operation- ADCO
· Water Transmission Project of Sas Al Nakheel 

Client: Transco
· Umm Al Nar West Pipe Line Construction Project 

Client: Dolphin Energy 

· Installation of MPFM at RDS-1,2,3,4 & 6 & BCDS /Replacement of Nitrogen Supply at BCDS & Provision of Chemical Injection Pump at RDS-5 (Administration & Co-ordination of Various Construction Activities at f Project Office)

Client:- Abu Dhabi Company for Onshore Oil Operation- ADCO
· OGD –II Flow lines Rehabilitation Project –Procurement and Installation of Isolation Valves and Flowline Replacement 
Client: - Abu Dhabi Company for Onshore Oil Operation- ADCO
COMPUTER FORTE
· MS-Office Excel

· MS-Office Word

· MS-Out Look

· Internet
EXTRA CURRICULAR ACTIVITIES

· Worked in different social Associations in India 
· Member of department welfare association in the college.
·  Obtained good conduct and character certificates from all teachers in the college.

· Wrote and Directed Documentary Film.
· Worked on Background Crew of 4 Documentary Films 

· At present working in a Social Charitable Society based in Abu Dhabi 
PERSONAL PROFILE
· Nationality


:
Indian
· Gender


:
Male

· Date of Birth


:
02/04/1973
· Marital Status


:
Married

· Languages Known

:
English, Hindi, Malayalam & Arabic (speech)






